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’’INSTITUTIONAL  OBJECTIVES” 
Secondary  School  7-12 


General  Secondary  Education  Objectives. 

1.  Health  and  moral  fitness: 

In  so  far  as  resources  make  it  possible,  to  provide  direct 
health  building  through  an  adequate  physical  training,  to 
consist  of  exercise,  games,  sports,  instruction  in  personal 
hygiene,  health  examinations,  and  corrective  work.  To  hold 
up  the  socially  accepted  virtues,  as  obtainable  goals,  which 
are  to  be  reached  through  the  proper  guidance  of  extra  cur- 
ricular organizations,  by  means  of  direct  instruction  to 
build  an  ideal  school  citizenship,  and  by  planning  activ- 
ities for  application  of  the  moral  virtues,  (honesty, 
altruism,  promptness,  obedience,  etc.) 

2.  Democratic  Citizenship: 

By  means  of  extra  curricular  and  curricular  activities  of 
the  pupils,  teach  and  practice  recognition  of,  (a)  rights  of 
others,  (b)  the  will  of  the  majority,  (c)  personal  respon- 
sibilities, (d)  privileges,  (e)  general  nature  of  democracy/-, 
advantages  and  disadvantages. 

3.  Vocational  adjustment: 

The  secondary  school  has  the  responsibility  through  study 
of  industrial,  business  and  professional  enterprise  of 
guiding  the  boys  and  girls  in  a more  reliable  way  to  choose 
their  life  work. 

4.  Train  for  wise  use  of  leisure  time: 

The  secondary  school  needs  to  give  training  to  boys  and 
girls  regarding  use  of  leisure  time.  Decided  emphasis  is 
given  to  developing  appreciation  of  literature,  music, 
dramatic  art,  sports,  painting,  and  unspecialized  activities 
in  needlecraft,  gardening,  house  beautification,  home 
repairs,  etc. 

5.  Adequate  command  of  fundamentals: 

Knowledge  and  appreciation  (also  application)  of  the  social 
heritage  to  present  problems,  both  personal  and  social,  made 
possible  by  more  intensive  studies  in  the  fields  of  language, 
number,  history,  economic  trends,  etc. 

5.  Learning  technique: 

It  is  the  purpose  of  the  secondary  school  to  teach  pupils 
economical  and  effective  modes  of  mental  proceedure  while 
engaged  in  profitable  learning  activities. 
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SENIOR  HIGH  SCHOOL  "INSTITUTIONAL  OBJECTIVES" 


1. 


2. 


This  school  admits  all  those  pupils  who  have  completed  the 
Junior  High  School  or  its  equivalent. 

The  Senior  High  School  seeks  to  train  pupils  to  meet  "a"  and 
Tne  oenioi  ~ ^i  nomine-  eoals: 


ri 

• 


4. 


5. 


6. 


either or  "c"  of  the  following  goals: 
(a) 


To  obtain  social-civic-economic  training  essential 
for  a functional  D®m0C^?Y’  training  allied  with 

W llJZl? L£5S&°SaI££  -sentialat00participate 

(o)  To  attain^trhning'prepaxatory  to  further  training 

in  schools  of  college  grade. 

To  develpp  constructive  leadership  both  by  means  of  curricu- 
lar  and  extra-curricular  activities. 

S°ori«  moral°foroes  ^r^V^- 

perpetuate  a strong  school  Democracy. 

TO  develop  language,  number  and  other  concepts  essential  to  a 
mastery  of  the  fundamentals. 

To  recognize  ^iff?^?^e®  ^1ouiaV1coSsetP^dt instruction  to 
and  seek  to  administer  curricula,  ooux 

those  needs. 

To  give  emphasis  to  effective  modes  of  mental  procedure  m 
the  study  process. 
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GENERAL  INTRODUCTION 


This  course  is  an  introductory  course  in  typewriting. 

"he  student  is  faced  with  a new  machine  end  is  confronted 
r-'  th  something  different  from  what  he  knows  about.  The  pupil 
//ill  first  of  all  learn  something  about  the  mechanical  struct- 
ure of  his  machine.  He  not  only  learns  about  the  mechanical 
structure  but  also  the  care  of  his  machine. 


T lie  introduction  to  the  key-board  is  the  second  big  point 
ro  the  beginning  typist.  Various  kinds  of  drills  and  movements’ 
will  be  given  to  the  pupil.  The  correct  posture  at  che  machine, 
also  the  correct  fingering  of  each  key  will  be  studied.  No 
pupil  should  be  encuraged  to  continue  with  the  typewriting 
unless  he  has  normal  hands,  neither  should  those  who  are  of  a 
nervous  temperraent  be  encouraged. 

This  course  will  deal  with  the  location  of  the  various 
keys,  characters,  numbers  and  signs.  The  introduction  to 
letter  writing  will  also  be  a feature  of  this  unit.  The  center- 
ing of  titles  of  books,  titles  of  plays,  headings,  sub-headings 
and  tabulation  will  be  studied  in  this  unit. 

At  the  end  of  the  first  six  weeks  the  pupil  will  be  able  to 
take  the  primary  speed  tests  given  in  the  Speed  Studies  and  at 
the  end  of  the  semester  the  pupil  should  be  making  a net  rate 
of  twenty  words  or  more  per  minute  for  writing  ten  minute  tests. 
Much  drill  on  accuracy  and  speed  should  bo  given  to  the  pupil  of 
Typewriting  I.  It  is  at  this  beginning  that  the  typist  either 
is  an  expert  or  vice-versa. 
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♦ SPECIFIC  OBJECTIVES 


To  teach  the  pupil  the  parts  of  the  machine,  also  the  uses 
as  the  necessity  for  the  use  of  the  parts  arises. 

B.  To  teach  all  the  characters  of  the  key-board. 

U.  To  form  the  habit  of  correct  position  of  the  body  and  arms. 

i 

D.  To  develop  invariable  fingering;  that  is,  certainty  that 
the  right  finger  strikes  the  correct  key  in  every  instance. 

E.  To  attain  a staccato  stroke  and  rhythm. 

F.  To  give  a thorough  training  in  accuracy  and  neatness  in  all 
typewritten  work. 

G.  To  train  in  ideals  of  honesty  and  responsibility  through 
guidance  in  checking  work. 

H.  To  teach  the  proper  use  and  care  of  the  machine. 

I.  To  develop  the  attitude  of  confidence,  determination,  and 
desire  to  learn  typewriting. 

J.  To  appreciate  the  significance  of  the  typewriter  in  the  world's 
work. 

K.  To  realize  the  value  of  a knowledge  of  typewriting  to  one’s 
self. 

L.  To  realize  the  importance  of  a good  beginning. 

M.  To  acquire  speed  and  accuracy. 

N.  To  require  a speed  rate  of  twenty  words  per  minute  to  pass 
the  course  for  writing  ten  minutes. 
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GUIDING  PRINCIPLES 


In  teaching  parts  of  the  machine  most  teachers  bring  in 
oheir  names  and  uses  as  the  work  demands  their  explanation, 
and  in  my  opinion,  this  is  the  best  proceedure,  however,  such 
instructions  as  changing  the  ribbons  and  oiling  machines  must 
be  largely  a matter  of  individual  instructions.  Tabulator 
keys,  stops,  and  the  like  may  be  best  taught  by  the  class  proceed- 
ure and  class  drills  to  fix  these  principles. 

The  following  guiding  principles  should  be  kept  in  mind;- 
A.  preparation  for  conducting  work  in  typewriting;  strengthen- 
ing all  habits  needed  as  a basis  for  conducting  typewriting;  a 
knowledge  of  principles  of  typewriting  for  doing  well  the  work 
of  the  second  term;  ability  to  typewrite  figures  by  kinaesthetic 
movement;  facilitating  in  typing  figures  equaling  or  closely 
approaching  the  facility  in  typing  letters;  facilitating  in 
typing  the  characters  without  hesitation;  developing  a large, 
automatic  vocabulary;  ability  to  copy  a letter  according  to 
form  and  a working  knowledge  of  the  simple  forms  of  letters;  the 
ability  to  address  envelopes  correctly;  ability  to  copy  correctly; 
short  tabulations  from  a form  fixing  all  habits  of  accuracy,  neat- 
ness, economy,  and  honesty  in  writing. 

A consciuosness  of  progress  being  made  in  typewriting  with 
a measurement  of  progress  made  in  typing  and  a comparison  with 
standards  and  forms  established  by  study  with  a consciousness 
of  one’s  own  responsibility  for  the  rate  of  progress  being  made* 


v / 


P "IT  T CTT 


■ ' ' . :C  l Hi  j 


orfo  b o s Qoi  &nldosm  odt  tO  _s#UEsq  gnidiysofr  ni 

■ •'*  i i.  ' ■•  -'ll:  ■ -Mr?  ?'  ~ - ."  ‘ fv  r 

ilOifD 


uOi/3  -,!I&.v;9F0rf-- :tQ7fj£  . " iq  > ■■:. '!  • eg  ; ; 

r r - )>  V:  /-■.  . ‘ ■ : 

% »BI MS  ■ • ' ,;r'i  .•;  ' -~i f j ..  ‘ ; > 5 I 

" • • ' V.,  '■  i;X.  j;  V ' \':r  f ■■  V j . ••  i4&  ■ V.  . . ‘ " ■ 

' • ' , ’ . / ' ■ . ■'  ‘ t<  i i . i / r.r.  ' 

■ fa  aoXo'lonitQ  gni-bi  • s P • - 

f.  • ioJt  noi^BTBqsiq  A 

6 T -d-g-  <• f g/l  tJ  OUb,flOO  70 1 B i.  3 fid  .3.6 1 

' ' ' ■■•OJ  i j 'i  : , i !>'.)?' 

.■  ■ > B Bfl ; :!  YCf  B©*3  " ; 


ni  ^ iii.tr 

i r I for'-r 

?•  : n'i  v 1 1 

■ , . . . >rid 

. 

C7  Oi) 

, Or  T1‘  i £ 3 

niaolov 

ob  jnoxtr: tioofl 

tx/orft ; 

a 10  too  ii-  to 

i-v/v 

oj  gniLiooDi  to, 

1 1 o r £ vqoo  ot 

v j;  / i . 

;\"f  ■ ruc'BOo 

V OitBffl 

0 jJO£ 

r>fiT  • *r ^ t r r 

v/iJ  y j JL 

lo  smio 

3 ••iorriB  orlt  lo  or-ibolvo 

^nijfior 

.s  bns  . 

i:o  i 

v;IiooT*roo  \\  oo 

ot  ytx 

r i dr.  ;yJ  to oi io 

O OC.'O  X ■ V 

no  asoibJbr 

•ot  Ycrl 

firv 

d£0.1  ,YO£1JJO..  J£ 

lo  Bii< 

LLi  XXjb  gxiixil 

;,no  1 o li 

ni  a on  it'- 

■ 

;•  rl 

iflit  t'l  '»  *1.  V-,  5 012011  f. 

r.jcv  ^niJiircqYt  ni  obBca  sniocT  asoi^oiq  lo  BBonacirrosnca  a 

> B bn&  gnlqYfr  ni  oivor.i  88015010  ' • 

SBonauoioaaoo  n rfii  •»  vcf  ftorfoilcfn^eo  •■•ic'!:  bn;?  6i>Tj\hx.s*it 

. br.;\  wfli ©cf  "arn^oiq  lo  ots4!  odi  rol  v^lIldlaoocBei  ::vo  i’-.n  ...<: 


(6) 


| 

-.'I  Methods 

9 A.  The  pupil  is  confronted  with  a strange  machine.  Its 

most  elementary  features  of  operation  are  new  problems 
to  him,  therefore,  in  adition  to  learning  such  mechanical 
features  of  the  l^chine  as  inserting  and  adjusting  the 
paper,  returning  the  carriage,  operating  the  space  bar, 
etc.  the  following  important  features  are  called  to  his 
attention: 

1.  Position  at  the  machine — Sit  in  an  erect  position 
with  the  chair  so  adjusted  that  the  forearms  drop 
slightly  downward  from  the  second  row  of  keys  toward 
the  elbows.  The  feet  should  be  on  the  floor  beneath 
the  table. 

2.  To  keep  the  fingers  on  the  guide  keys.  The  position 
of  the  other  keys  and  the  distance  to  them  is 
determined  from  these  points. 

3.  To  strike  the  keys  with  a firm,  sharp  stroke. 

4.  In  typewriting,  much  depends  upon  perfect  technique. 

The  phonograph  rhythm  records  form  a part  of  the 
whole  scheme  of  teaching  the  keyboard  technique. 

Through  these  drills  the  student  receives  the  necess- 
ary repetition,  therefore,  the  matter  of  accuracy  in 
all  assignments,  resulting  in  perfect  copies,  should 
be  the  aim  of  the  student. 

5.  The  outlines  in  typewriting  have  been  made  with  the 
definite  idea  of  bringing  out  the  principles  that  should 
be  stressed.  No  principles  should  be  left  untaught, 

but  the  drills  need  not  be  the  same  as  those  in  these 
outlines.  The  class  must  be  kept  together  in  the  study 
of  the  principles  and  in  the  drills.  Individual  work 
from  the  text-book  to  supplement  this  teaching  may 
~ then  be  allowed.  It  is  not  possible  to  state  any  definite 

r amount  of  time  that  should  be  given  to  actual  instruct- 

ion and  drill,  which  can  be  safely  followed  every  day, 
but  it  is  safe  to  say  that  at  least  half  the  time  should 
||  be  so  used  during  the  first  year. 

B.  Stress  should  be  laid  upon  the  necessity  of  knowing  how 
to  use  principles  and  on  gaining  in  skill  rather  than  com- 
pleting so  many  lessons.  Emphasis  must  be  shifted  from 
the  perfect  copy,  and  so  many  lessons  done,  to  a normal 
attainment  in  accuracy  and  in  speed  within  a given  time. 
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III  Methods  (continued) 

This  should  not  be  construed  to  mean  that  no  individual 
work  should  be  done  in  the  text-books,  and  that  where  it 
is  done,  it  isn't  to  be  used  in  determining  marks,  but 
rather  this  type  of  work  is  to  occupy  not  more  than  half 
of  the  time,  nor  to  be  counted  as  more  than  half  in  determin- 
ing marks.  Neither  is  there  any  objection  to  requiring 
perfect  work  for  perfect  marks,  but  normal  attainments 
must  be  considered  for  passing  marks. 

C.  Two  or  more  copies  of  each  part  of  the  lesson  is  required. 

D.  On  the  individual  work  a system  should  be  evolved  which 
will  insure  the  writing  of  the  last  of  an  exercise  as  fre- 
quently as  the  first.  Any  system  which  requires  taking  the 
paper  from  the  machine  and  starting  over  when  an  error  is 
made  is  fundamentally  wrong — at  least  until  the  whole  ex- 
ercise has  been  practiced  two  or  three  times.  Require  good 
margins,  arrangement  and  neatness  at  all  times. 

E.  Establishment  of  the  habit  of  properly  caring  for  the 
typewriter. 
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SUGGESTED  PROCEDURE 
A 

A.  In  presenting  typewriting  to  beginners,  there  should 
be  a general  explanation  of  the  typewriter  and  the 
methods  of  operation.  Teach  the  mechanical  features 
of  the  machine  that  are  necessary  in  order  to  begin 
writing  as  follows: 

1.  Correct  insertion  and  removal  of  paper. 

2.  Use  of  release  lever  for  straightening  paper. 

3.  Shifting  of  the  carriage. 

4.  use  of  marginal  stops. 

5.  Carriage  release  stops. 

6.  Adjustment  of  line  spacing. 

7.  Paper  Table. 

8.  Paper  Guide. 

9.  Cylinder. 

10.  Cylinder. 

11.  Carriage  return  lever. 

12.  Space  bar. 

13.  Carriage  release  levers. 

14.  Back  spacer. 

B.  Position  at  the  j^achine,  including  that  of  the  hands 

► and  arms,  should  be  illustrated  to  the  class  by  the 

teacher.  Following  this,  an  explanation  of  the  home 
or  guide  keys  should  be  given. 

^ C.  Drills  to  develop  key  location  and  staccato  stroke;  as 

1.  First  finger. 
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SUGGESTED  ACTIVITIES 

1.  Inserting  the  paper  by  holding  the  paper  in  place  with  the 
left  hand  and  making  a quick  twirl  of  the  cylinder  with 
the  right  hand. 

2.  Straightening-  the  paper  by  using  the  paper  release. 

3.  Removing  the  paper  quickly  and  noiselessly  by  using  the  paper 
release. 

4.  Setting  the  line  space  regulator  for  single,  double  and 
triple  space;  testing  the  adjustment  of  each  by  working  the 
line  space  lever, 

5.  Using  the  carriage  release  to  place  the  carriage  directly 
over  the  machine. 

6.  Discussing  instances  of  wrong  habit  formation  drawn  from  one's 
experience. 

7.  Setting  upright  in  the  chair  before  the  typewriter. 

i 

8.  Having  the  body  near  the  back  of  the  chair  with  the  weight 
of  the  body  resting  on  the  hips. 

9.  Having  the  forearms  parallel  with  the  slant  of  the  keyboard. 

1 

10.  Having  the  elbows  on  a level  with  the  table  and  resting 
easily  against  the  body. 

11.  Having  the  fingers  well  curved  with  finger  tips  resting 
lightly  on  the  guide  keys  and  with  the  edge  of  the  hand  and 
the  fore  finger  making  a right  angle  with  the  upright  front 
of  the  typewriter. 

12.  Having  both  feet  flat  upon  the  floor. 

13.  Placing  the  work  at  the  side  of  the  typewriter  which  places 
I'lfTTIi! Mil ii 9L1.4J1M!  the  best  light  upon  the  copy. 

14.  Having  the  work  at  right  angles  to  the  line  of  vision. 

15.  Using  a copyholder  inclined  at  45  degrees  with  the  plane  of 
the  desk. 
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SUGGESTED  ACTIVITIES  (continued) 

17.  Resting  against  the  back  of  the  chair,  dropping  the  arms 
and  hands  limply  at  sides,  closing  the  eyes  to  relax  just 
for  a few  seconds. 

18.  To  learn  and  to  apply  the  principles  of  relaxation* 

19.  T o learn  the  most  effective  finger  technique. 

20.  To  establish  continuity  as  a basis  for  speed. 

21.  To  automatize  the  writing  of  all  the  letters  in  the  alpha- 
bet; the  following  punctuation  marks:  comma  and  period* 
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CONSIDERATIONS  GOVERNING  CHOICE  OF  MATERIAL 

1.  The  material  to  be  used  in  this  course  will  be  a material 
which  will  give  sufficient  drill  and  practice  to  accomplish 
the  things  mentioned  in  the  pacific  objective  of  this  course. 

2.  The  material  choice  i.  11  be  material  which  will  give  much  drill 
practice. 

3.  The  instruction  given  should  be  of  a general  nature  and  not 
individual,  however,  individual  instruction  is  sometimes  nec- 
essary. 

4-.  It  should  always  be  kept  in  mind  that  not  only  speed  and  accru- 
acy,  but  also  the  correct  posture  and  fingering  are  of  equal 
importance  to  speed  and  accuracy. 

5.  There  should  be  a required  rate  of  speed  and  accuracy  but  not 
a continual  reminder  to  the  pupils  of  this,  since  instructions 
and  materials  get  the  result,  if  properly  given  and  carried  out. 

6.  After  the  first  six  (6)  weeks  each  pupil  should  be  able  to  plan 
and  arrange  their  work,  however,  the  teacher  may  need  to  aid 
those  who  may  need  help  in  correct  arrangement. 

7.  Materials  chosen  should  be  of  such  a nature  that  will  give  ^thC 
pupils  drill  in  correct  arrangement  on  the  printed  page. 

8.  The  speed  study  is  the  supplementary  book  used  in  this  course 
by  special  drill  given  to  each  finger  and  at  the  same  time 
developing  speed  and  accuracy. 
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INTRODUCTORY  REMARKS  TO  TEACHER  OF  THIS  COURSE 

Typewriting  for  the  first  semester  is  a course  that  needs 
careful  preparation  and  consideration  on  the  part  of  the  teacher. 
She  has  a number  of  pupils  who  are  confronted  with  a new  machine 

and  it  is  her  ultimate  aim  to  make  expert  typists  of  all  pupils 

who  are  enrolled  in  the  class.  A good  beginning  and  encourage- 
ment on  the  part  of  the  teacher  will  often  determine  the  suc- 

cess or  failure  of  her  pupils. 

Be  slow  in  introducing  the  new  parts  of  the  machine. 

Take  the  work  slow  from  the  very  beginning  and  after  the  pupil 
gains  confidence  in  himself  then  speed  will  be  required.  Con- 
fidence is  one  of  the  main  aims  of  the  teacher  with  her  pupils. 

Introduce  the  minor  parts  of  the  typewriter,  the  home 
key  position  and  the  position  for  material  to  be  used  in  typing. 

The  greater  part  of  Typing  One  will  be  individual  instruct- 
ion, however,  general  class  instruction  on  the  introduction 
of  the  keyboard  and  the  various  parts  of  the  machine  will  be 
necessary.  The  position  or  posture  of  the  pupil  is  of  great 
importance  to  the  beginning  pupil  of  typewriting.  A contin- 
ual survey  of  what  the  pupils  are  doing  and  how  they  are  doing 
their  work  by  the  teacher  will  be  the  best  way  of  checking  the 
results  of  instruction.  Rhythm  should  be  especially  noticed 
and  worked  toward.  With  these  ideas  in  mind  typewriting  during 
the  first  semester  will  be  progressed.  -7 

) 


S’SHT’OO  2IHT  10  E2H0£  ST  OT  EXHAM3IH  YH0T0U30FTTTI 

sbeen  Jodd*  osijjoo  b si  i9tB9m98  JstIY  srft  to*  $ni d iTT.-eqvT 
*i o rir r 3 5 odd  "to  ct tjbcj  odd  no  noitBi&Lignoc  bnn  noJtt.c’rjsqoTc  Ix/iot..  ^ 
snidOBm  rou  n ddiw  bednoilnoo  9ixj  odr?  aliqna  to  7odmvn  e Bisri  orii 
Bllquq  XI. o *o  adeiqyd  tioqxs  otfsfit  ot  mle  etemltlu  i orf  el  di  fens 
-t'^BTii/oono  bns  ^ninnX^scf  boog  A .83jrXo  srid  ni  bolloine  otjs  od? 
-ore  odd  onlmodab  nodlo  XXI w TsrioBOd  odd  lo  iinq  srid  no  dnsr 

,8liquq  lori  lo  &ultX IbX  to  neo' 

. onidOBO!  9dd  lo  Bdxsq  r©fl  ©rid  jgniojjboTdni  ni  wols  92 
Xlquq  add  T9d*£  Iab  ^nfnrrl59d  yaov  odd  itictI:  wnXs  tfior  odd  ejteT 
-noO  ./)■•"(  Xxrpai  od  XXX1*  booqo  norid  IXsemld  nl  eonsJ&lYnoo  enlsg 
.r:XXqirq  Tori  ddiw  T9dc.god  srid  to  nm±j3  ninm  odd  do  eno  ni  sonsbld 

9:norf  ©rid  ,TodlTF©qYd  ©rid  to  adTsq  *ronlT  ©rid  ©OL'bOTdnl 
.^niayt  ni  bsntr  ©a*  nX  Ij3XT©dp/n  Tot  noddieoq  ©rid  Inn  fioidleoq  y©3{ 

XoLrT)3ni  IsfjbtvtJbnl  ©d  XX If  ©no  gnlqyT  to»  dT6c  i©de9T:j  ©rf? 

noldoi/Jboidni  ©rid  no  noidoi/Tdani  an^Io  Xfii^nog  ,T©v©Forf  ,nci 
vX  if?’  onirioBin  ©rid  to  Bdueq  gi/oiisv  9rit  bus  bTjcociys;  ©rid  to 
ixsTg  to  3i  XXonq  erid  to  ©ixidsoq  to  noidiaoq  eriT  .yTnar ooan 
-nxinoo  A •gnl^XTT  reqyd  to  XXqt/a  gninnigsd  srid  od  9onjatioq.nX 
9’*;^  3TB  Y&rfd  vvorf  ban  gnlcb  ©tb  aXlquq  ©rid  deri".  “to  yoviijs  Xou 
0117  Sfl’iXosdo  to  yjsw  Xe9cf  ©rid  od  XXiw  Torioned  odd  ^d  siaow  vi 
b'joiton  yXXsXooqo©  ©q  bXuorfa  wridvriH  .noi Jond^nl  *Xo  atln.-; vv 
jn/'.nb  qnidXTweqyd  bnXin  nx  acobi  oaorid  ritiW  *fcii3Fod  be^TOTy 

.b&aa^Tgoir  &d  XJXw  i^dee^c-s  tailT  .: 


(13) 


BIBLIOGRAPHY: 

The  Balance  Sheet,  September  and  November  1929. 

The  Gregg  Writer,  November  1928, 

Teachers*  Manual  for  20th  Century  Touch  Typewriting. 
20th  Century  Touch  Typewriting. 

Typewriting  Units,  Elizabeth  Starbuch  Adams. 

Junior  Rational  Typewriting,  SoRelle. 

Typewriting  With  Business  Training,  Neuner  and  Bowsman. 
Simplified  Touch  Typewriting,  Webb. 

Typewriting  Speed  Studies, ' Hakes. 

American  Shorthand  Teacher,  November  1928,  1929. 


) 

> 


:r-  ’'-rOciJeir  ; . ■■ 

v , ' • •;  .'jr.-,.-'  , ...  ■ ..  r 1 

• ! % [m  • : ■ ' ' . 3 

j ' ■ ' ' ; • ; ■ 'V  . , . 

• . Xi  its  : " T 4 ' ■■■’  ■ 

* ’/  , ri  ■ v;  Hfe i|  1'  - ' . . • ■ • - ■■ " ' 

. ‘jiv  ; •.  ; \ ■,  ;Xi '-no i H.  *10 i J- 

bins  13ri;9H*  -^rrir: 

•'  -7®-:  •'  V . 1 ■ ■ 

* . , . j.  TSdmsvott  ,ioriofiaT  iMisrfJaoHB  naoii^' 


5 +*  *- j *-a 


(14) 


LIST  OF  UNITS 

I.  FUNDAMENTALS  OF  TYPEWRITING 

II.  CONTROL  OF  KEYBOARD.  FIRST  AND  SECOND  FINGERS 

III..  THIRD  FINGER  CONTROL 

IV.  FOURTH  FINGER  CONTROL 

V.  SHIFTING 

VI.  CENTERING 

VII.  TABULATION 

VIII.  DICTATION,  PUNCTUATION,  AND  PARAGRAPH  WORK 

IX.  LETTER  INTRODUCTION 


i 


to  iaij- 


QWITIfP  TTYT  S0v8JATH©?Aa«UT‘  -T 
8HKHIH  C . . :5rAOeY35i-  fO  J-CKTIIO^  .II 

j . - ;or  f • • " ••••;  ; v~  . . 

iC  - : ••  ; • ' .. 

ckitii:-::  .v  ■ 

OMI5riTT:30  .IV  • 
KOI  TAJ  ITS  AT  .Iir 

W)r  H<IAfiCAHA<r  C’lA  ^QITAUTOHU^  ^XtATOKT  .1117 

• " ^ ;aor,r  -r"  ,:r  . 


(15) 


UNIT  I FUNDAMENTALS  OF  TYPEWRITING 
1,  Aims  of  the  Unit. 

A.  The  correct  position  of  the  body  while  using  the  typewriter. 

B.  Learning  the  use  and  control  of  the  fifteen  parts  of  the 
machine  mentioned  in  the  objectives  of  this  course. 

0.  The  correct  method  of  inserting  paper  in  the  machine, 
and  the  correct  method  of  straightening  the  paper  in  the 
machine. 

D.  Covering  the  fingers  of  the  home  keys  and  keeping  the 
fingers  in  home  key  position  is  one  of  the  big  aims  of 
this  course. 

E.  Learning  the  name  of  each  finger  and  the  keys  that  each 
finger  controls. 

F.  To  learn  to  use  the  snatch  stroke  and  return  the  carriage 
with  the  same  count  as  the  pupil  used  in  striking  the  keys. 

G.  To  use  the  space  bar  correctly  and  to  strike  it  evenly. 

H.  The  shadowing  of  letters  is  caused  by  the  irregular  strok- 
ing of  the  keys  and  to  overcome  this,  the  pupil  must 
remember  to  strike  the  keys  with  the  snatch  stroke. 

1.  To  always  use  the  paper  release  lever  when  removing  the 
paper  from  the  machine. 

J.  That  typewriting  is  taught  and  used  by  the  touch  system 
should  be  stressed  and  applied. 

K.  That  the  rhythm  in  writing  is  one  of  the  big  factors  to 
speed  and  accuracy  in  typewriting. 

tl.  Core  Material 

A.  The  assigning  of  seats  to  the  various  pupils  in  the  room 
which  they  are  to  keep  during  the  semester. 

B.  A careful  study  of  the  parts  of  the  machine  given  in 
the  manual. 

C.  A careful  study  of  the  position  at  the  machine  for  writing. 

D.  Finger  gymnastics  for  the  purpose  of  developing  the  muscles 
and  strength  of  the  fingers. 

E.  The  use  of  half  sheets  of  paper  for  writing  all  exercises 
of  this  unit. 

F.  Using  the  Speed  Studies  as  a supplementary  for  finger  drills 
found  in  the  Manual. 
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II  PROBLEMS  TO  BE  SET  UP 

Problem  1,  Correct  position  at  the  machine 

a)  The  correct  position  of  the  hands  and  arms. 

b)  The  correct  posture  of  entire  body. 

c)  The  location  of  home  tfey  position. 

d)  The  position  showing  the  fingers  in  use  in 
home  key  board. 

Problem  2.  First  finger  control 

Curving  &f  finger  on  home  keys. 

Practice  on  finding  home  key  position  with- 
out watching  the  hands. 

Finger  gymnastics 
Laming  the  fingers 

Combine  absdb  jikj  fff  jjj  frf  juj 
the  use  of  drills 

Phrase  drills  for  thythm  and  interest  for 
the  use  of  first  finger:  fur  jug  rug 

jar  hag  fur  hang  fug. 

Problem  3.  First  finger  number  drill. 

a)  Writing  drills 

ju7j  jy6j  fr4f  jfj  ft5f  f5f  j 6 j 

Problem  4.  Reveiw  the ' following:  correct  position 

at  machine,  machine  parts,  insertion 
and  straightening  of  paper,  curving  of 
fingers,  home  key  position,  finger 
gymnastics,  naming  of  fingers,  key  strokes, 
and  carriage  return. 
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UNIT  II  CONTROL  OF  KEYBOARD 

I.  Aims  of  the  Unit 

A.  To  feel  the  reaches  from  the  home  keys  to  the  keys  in 
the  third  deck  of  the  keyboard. 

B.  To  feel  the  reaches  of  the  numbers  of  the  keyboard, 
usin  g the  index  fingers. 

C.  The  correct  method  of  reaching  after  keys  will  be  mastered. 

D.  Returning  carriage  and  back  to  home  keys  position  will 
become  a fixed  habit  in  this  unit. 

E.  The  control  of  the  following  keys  will  be  mastered 

during  this  unit:  rughei47m38tyc,  .5 

6 w o b n and: 

F.  The  control  of  the  shift-keys  will  become  fixed  habits 
during  this  unit. 

II.  Core  Material 

A.  The  inserting  of  paper  and  removing  of  paper  with  least 
possible  noise. 

B.  The  drills  given  in  Lesson  1 — 14  will  be  written. 

C.  Supplementary  word  and  phrase  drills  will  be  written 
from  both  the  Manual  and  the  Speed  Studies. 

1.  Emphasize  fingering 

2.  Emphasize  carriage  return 

3.  Notice  position  of  body 

4.  Notice  curving  of  fingers  over  home  keys 

5.  Notice  snatch  stroke 

6.  Notice  the  accuracy  with  which  the  pupil  writes. 

D.  Check  each  pupil  on  his  ability  to  follow  copy  in  Manual. 

E.  Check  to  see  that  no  -oupils  are  nervous  but  are  comfort- 
ably located  at  their  machines. 
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III  PROBLEMS  TO  BE  SET  UP 
Problem  1.  A reveiw. 

A reveiw  of  the  following:  position,  parts  of 

machine,  paper  insertion,  removing  of  paper  from 
machine,  straightening  of  paper,  naming  of  fingers, 
curving  of  fingers,  key  stroking,  control  of 
shift  keys,  concentration  drills  on  wfM , MjM, 

"r",  ”u". 

Problem  2.  Second  finger. 

a)  To  develop  key  location  and  check  for  finger  move- 
ment. 

b)  No  arm  movement. 

c)  Such  as  jjkkj  ffddff  jjkkiikkjj  ffddeeddff 

jkikikj  fdedcdf  kjkf  dfkj  kudr  drdt  dedi  kike  d,k,  dedc. 

Problem  3.  Rhythm. 

a)  Check  for  faulty  touch;  is  he  if  as  us  if  he  is  us 
he  if  as  us  all  she  had  use  red  lid  fur  add  jug  rug 

did  her  dur  are  has  led  his  usk  had  air  hard  glad 

like  ride  full  fair  hark  said  kike  raid  like  held 
fair  said  lark  like 

Problem  4.  Number  drill. 

a)  To  develop  key  location  such  as  de3d  ki8k  de3d 
kj8k  de3d  ki8k  de3d  ki8k  afde3d  ;jki8k  afr4f  ;ju7j 
afde3d  ;jki8k  fr4f  ju7j  de3d  ki8k  fr5f  ju7j  de3d  ki8k 

b)  For  coordination 

afr4f  ;ju7j  ade3d  ;ki8k  ade3d  ;ki8k  frfgf  jujhj 

fvfgf  jrajhj  fvfgf  jmjhj  afsdf  ;jlkj  adsdf  ;klkj 

c)  Drill  on  fingering  and  rhythm 

city  such  fact  came  face  such  cast  city  came  teach 
check  carry  March  elect  child  truth  ice  victim 
ticket  charge  decide  effect  church 

d)  Sentences 

It  is  better  to  take  the  prases  of  the  sentences 
first  and  practice  them  before  drilling  on  the  entire 
sentence.  For  example:  (they  have  very  fair)  one 

or  two  lines  of  each.  At  this  time,  they  have  the 
material  ready.  Just  have  the  mail  delivered  Sat- 
urday. If  he  has  the  letter,  let  me  see  it. 
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UNIT  III  THIRD  FINGER  CONTROL 

I.  Aims  of  the  Unit 

A.  Review  of  location  of  home  keys. 

B.  Review  of  points  of  machine  used  thus  far. 

B.  Practicing  the  home  keys  learned  for  using  fingers  1 and  2. 

D.  Class  instructions  for  the  keys  to  be  reached  with  third 
finger. 

E.  Check  accuracy  in  typewriting  and  correct  fingering. 

F.  Development  of  cooperative  practices. 

G.  Develop  rhythm  in  writing  exercise  drills. 

H.  Writing  exercises  showing  reaches  and  also  checking  rhythm. 

I.  To  be  able  to  write  with  the  rhythm  given  on  record  of 
Victrola. 

II.  Core  Material 

A.  Finger  gymnastics  for  first  and  third  fingers. 

B.  Writing  the  exercises  and  drill  given  in  Manual  for  learn- 
ing the  correct  location  of  keys  for  first,  second,  and 
third  fingers. 

C.  Use  speed  studies  for  supplementary  practice  of  these  keys. 

D.  Use  Victrola  records  1,  2,  and  3 in  writing  exercises  and 
drills  for  first,  second,  and  third  fingers. 

E.  A check  on  the  position  of  the  body,  curve  of  fingers,  and 
accuracy  of  writing  will  be  made  of  each  pupil. 

r:  PROBLEMS  TO  BE  SET  UP 

Problem  1.  Third  Finger 

a)  To  develop  key  location  of  third  finger 

b)  Practice  these  drills:  de3d  ki8k  afde3d  ;lki8k. 

Problem  2.  Coordination 

a)  To  develop  coordination  practice  in  these  drills;  afr4f 
;ju7j  ade3d  frfgf  fvfgf  jmjhj. 

Problem  3.  Rhythm 

a)  Develop  rhythm  by  giving  drills  with  the  Victrola. 

b)  For  developing  fingering  and  rhythm  use  these  drills: 
city,  such,  fort  came,  March,  etc. 

Problem  4.  Sentence  writing 

a)  The  writing  of  words  in  sentences. 

b)  Write  with  rhythm, 
c}  Check  movements. 

d)  Check  fingering. 

e)  Check  carriage  return. 

f)  Complete  first  twenty-five . lessons  in  Manual. 

g)  Use  Speed  Studies  for  drills  in  fingering  and  rhythm 
practice. 
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UNIT  IV  FOURTH  FINGER  CONTROL 


I.  Aims  of  the  Unit 

A.  The  location  of  the  keys  reached  by  the  fourth  finger. 

B.  A review  drill  given  on  the  reaches  of  the  keys  of  the 
first,  second,  and  third  fingers. 

C.  A check  on  curving  the  fingers  over  the  home  keys, 
position  of  the  arms,  position  of  body,  and  accuracy  of 
writing  these  keys  will  be  the  principal  aim  of  this  unit. 

D.  Rhythm  in  writing  the  various  exercising  drills. 

E.  The  ability  to  write  sentences  using  the  keys  learned 
of  the  fourth  finger. 

F.  Writing  of  the  numbers  will  also  be  a part  of  this  unit 
in  using  the  fourth  home  key  fingers. 

II.  Core  Material 

A.  Practice  on  finding  the  home  keys,  returning  the  carriage, 
and  a review  of  the  parts  of  a machine. 

B.  Writing  coordination  drills. 

C.  Practice  the  drills  and  exercises  given  in  the  Manual  as 
suggested  in  the  problems  of  this  unit. 

D.  Writing  sentences  of  unfamiliar  material  as  a check  on 
the  accuracy^  speed,  and  rhythm  of  each  pupil. 

E.  This  unit  completes  an  introduction  to  the  home  key-board 
of  the  machine  and  each  oupil  should  have  a working 
knowledge  of  the  key-board. 

III.  PROBLEMS  TO  BE  SET  UP 

Problem  1.  Fourth  finger 

a)  Location  of  keys  for  fourth  finger. 

b)  Practice  these  location  drills,  af;j  :p-;  a;-; 

Problem  2.  Coordination  drills 


Problem  3. 
Problem  4. 
Problem  5. 
Problem  6, 


Rhythm  drills 
Number  drills 
Sentence  practice 
Write  lessons  26,  27,  28, 


and  29  in  this  unit. 
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UNIT  V SHIFTING 


I.  Unit  Aims 

A.  The  location  and  use  of  the  shift-keys. 

B.  The  location  and  different  characters  found  on  various 
keys  by  using  the  shift-keys. 

0.  Rhythm  in  using  the  shift-keys. 

D.  At  the  beginning  in  the  use  of  the  shift-keys  allow  three 
counts  in  making  the  shift;  but  in  the  progress  of  the 
development,  the  oupils  will  use  only  one  count. 

E.  Rhythm  records  Will  be  used  in  writing  the  drills  and 
exercises  for  using  the  shift  keys. 

II.  Core  Material 

A.  Review  of  inserting  paper,  clamp  release,  location  of  home 
keys,  and  drill  practice  on  the  keys  on  the  key-board. 

B.  Speed  and  accuracy  tests  on  writing  practice. 

C.  Writing  exercises  and  drills  on  the  material  using  sweft 
exercise  and  drills  from  Speed  Studies  in  the  use  of  the 
capital  letters. 

D.  Check  the  key-board  for  accuracy,  speed,  rhythm,  and 
shadowing  of  the  capitals. 

III.  PROBLEMS  TO  BE  SET  UP 

Problem  1.  Shifting 

a)  Explain  and  give  the  correct  method  of  shifting  keys, 

b)  Use  rhythm  records  for  practice  work  in  shifting. 

c)  Use  three  counts  on  capitals. 

Problem  2.  Capitals 

a)  Write  drills  to  get  capitals  of  all  keys  on  the  key- 
board. 

b)  Introduction  of  shift-keys  should  come  as  the  differ- 
ent new  keys  are  introduced. 

c)  Illustration  of  capital  drills:  jjjj  FFFf  rrrR  FrF 

JuJ  etc. 

Problem  3.  Signs 

a)  Location  of  the  signs  of  the  key-board. 

b)  Write  drills  to  get  signs  locations  situated. 

c)  Check  movements  and  fingering. 

d)  Use  rhythm  records  for  practice. 

Problem  4.  Compound  Words 

a)  The  writing  of  comoound  words. 

b)  write  for  rhythm,  accuracy,  speed,  and  even  touch, 

c)  Check  movements  and  fingering. 
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UNIT  VI  CENTERING 


I.  Aims  of  the  Unit 

A.  The  ability  to  center  a title  or  titles  on  a page  attract- 
ively. 

B.  Using  the  tabulator  and  centering  scale  intelligently. 

C.  Writing  idependently  after  instructions  have  been  given. 

D.  The  correct  use  of  the  machine  in  centering. 

E.  The  ability  to  arrange  poetry  in  attractive  form  on  the 
typewritten  page. 

II.  Core  Material 

A.  General  class  instructions  on  the  method  to  be  used  in 
centering  material  on  the  page. 

B.  Careful  study  of  the  discussion  in  the  Manual  on  centering. 

C. . Writing  exercises  given  in  the  Manual  on  centering  titles 

and  poetry  on  the  page. 

D.  Supplementary  work  for  writing,  centering,  material  may 
be  found  in  the  newspapers  and  magazines. 

III.  PROBLEMS  TO  BE  SET  UP 
Problem  1.  Centering 

a)  Explain  how  to  center  correctly  and  quickly. 

b)  Write  titles  of  books  and  clays* 

c)  Select  titles  of  books  and  plays  not  found  in  text 
for  practice  work. 

d)  Check  for  accuracy,  speed,  and  arrangement. 

Problem  2.  Heading  and  Sub-headings 

a | What  place  the  heading  should  take. 

b)  What  type  and  place  the  sub-heading  should  take. 

c)  Select  headings  from  newspapers,  magazines,  and  city 
businesses  of  your  city  for  practice  work. 

Problem  3.  Poetry  Writing 

a)  Centering  on  the  page. 

b)  Place  the  poetry  on  the  page  as  a picture  in  frame. 

c)  Write  selections  not  found  in  the  book  for  practice  worl 

d)  Check  for  aggangement,  balancing  on  page,  accuracy,  and 
ne atness. 

Problem  4.  Elimination  Practice 

a)  Check  to  eliminate  false  motion. 

b)  Check  to  eliminate  loss  of  time. 

c)  Check  on  carriage  return. 

d)  Check  on  shift  allowing  one  count  for  shift. 
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UNIT  VII  TABULATION 


II. 


III. 


Aims  of  the  Unit. 

"A.  Understanding  of  the  use  of  the  tabulator  key  or  keys. 

B.  The  location  of  the  tabulator  rack,  stops,  andkkey  or  keys 

C.  Ability  to  -write  material  in  tabulated  form. 

D.  Ability  to  use  machine  mechanically. 

E.  The  ability  to  arrange  material  according  to  information 
given  to  be  written. 

F.  Attractive  arrangement  of  typewritten  page. 

0.  Appreciation  of  the  beauty  of  a well  arranged  tabulated 
page. 

Core  Material 

A.  Locating  tabulator  rack,  tabulator  stops,  and  tabulator 
key  or  keys. 

B.  Drill  and  practice,  on  the  use  of  the  tabulator  key. 

C.  Writing  the  exercises  given  from  the  Manual  which  are  to 
be  arranged  in  tabulated  form, 

D.  Writing  material  given  from  the  supplementary  Speed  Studie 
which  is  to  be  arranged  in  tabulated  form. 

E.  A check  of  the  accuracy,,  speed,  and  arrangement  of  the 
typewritten  page  written  in  tabulated  form. 

PROBLEMS  TO  BE  SET  UP 

Problem  1.  Tabulation 

a)  Location  of  tabulator  rack. 

b)  Location  of  tabulator  stops. 

cj  Location  of  tabulator  key  or  keys. 

d)  Explain  the  use  of  tabulation. 

e)  Drill  practice  on  tabulation. 

f)  Suggestive  drills.' 

g)  Check  for  accuracy,  aggangement,  use  of  tabulator 
keys,  speed,  and  neatness. 
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UNIT  VIII  DICTATION,  PUNCTUATION,  AND  PARAGRAPH  WORK 


I AIMS 

A.  Ability  to  take  dictation  at  a rate  of  15  wordw  per  minute. 

B.  To  aid  the  pupils  in  spelling. 

C.  A general  practice  of  the  entire  key  board. 

D.  The  ability  to  punctuate  sentences  correctly. 

E.  The  spacing  after  each  mark  of  punctuation  and  for  returning. 

F .The  writing  of  papagraphs  at  a slow  rate  and  at  the  same  time 

checking  for  rhythm,  accuracy,  and  speed. 

G.  Acceleration  test  for  interest  and  beginning  of  speed  work. 

II  CORE  MATERIALS 

A.  Dictation  to  the  machine  from  the  Manual. 

B. . Dictation  to  the  machine  from  the  Speed  Studies. 

C.  Dictation  to  the  machine  from  interesting  selections  not 
found  in  the  manual  or  Speed  Studies. 

D.  Drill' and  exercise  work  given  on  the  use  and  spacing  of  the 
commai  period,  exclamation  point,  question  mark,  colon,  semi- 
colon, dash,  hypeen,  parenthesis,  quotation  marks,  abbreviations 
and  initials. 

E.  Reading  papagraphs  from  the  Speed  Studies  and  Manual. 

F.  Checking  for  accuracy,  speed,  and  rhythm. 

G.  Ten  minujje  tests  to  be  given  for  tests  sent  out  by  the  Underwood 
Remington,  L.  C.  Smith,  and  Royal  Typewriting  Companies. 

:il  PROBLEMS  TO  BE  SET  UP. 

Problem  1 Dictation 

a)  Value  of  securing  quick  response,  coordination,  and  alertness. 

b)  Value  to  pupil  of  being  able  to  spell  correctly. 

c ) Start  with  words,  then  phrases  and  sentences. 

d)  Alphabetical  sentences  can  be  used  to  great  advantage  in 
strengthening  the  knowledge  of  keyboard. 

e)  Use  interesting  selections. 

Problem  2 Punctuation 

a)  Drill  should  be  given  on  spacing  following  the  comma,  period, 
exclamation  mark,  question  mark,  colon  semicolon,  dash, 
hyphen,  parenthesis,  quotation  marks,  abbreviations  and  initials 

b)  Take  upon  mark  of  punctuation  mark  at  a time. 

c)  Dictate  sentences  using  this  mark. 

d)  Class  discussion  and  correction  should  follow. 

Problem  3 Paragraph  Work 

a)  Writing  longer  and  more  difficult  paragraphs. 

b)  Drill  for  accuracy. 

c)  Common  of  keyboard. 

Problem  4 Acceteration  Test 

a)  Acceteration  tests  for  interest  and  beginning  of  speed  work. 
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UNIT  IX  LETTER  INTRODUCTION 


I.  Aims  of  the  Unit 

A.  Ability  to  take  dictation  at  a rate  of  15  words  per  raunute. 

B.  To  aid  the  pupils  in  spelling* 

C.  A general  practice  of  the  entire  keyboard. 

D.  The  ability  to  punctuate  sentences  correctly. 

Sc  The  spacing  after  each  mark  of  punctuation  and  for  returning. 
F.  The  writing  of  paragraphs  at  a slow  rate  and  at  the  same 
time  checking  for  rhythm,  accuracy,  and  speed. 

U.  Acceleration  test  for  interest  and  beginning  of  speed  work. 

II  Core  Material 

A.  Dictation  to  the  machine  from  the  Manual. 

B.  Di  ctation  to  the  machine  from  the  Speed  Studies. 

0.  Dictation  to  the  machine  from  interesting  selections  not 

found  in  the  Manual  or  Speed  Studied. 

D.  Drill  and  exercise  work  given  on' the  use  and  spacing  of  the 
comma,  period,  exclamation  poipjt,  question  mark,  colon, 
semicolon,  dash,  hypen,  parenthesis,  quotation  marks, 
abbreviations,  and  initials. 

E.  Reading  paragraphs  from  the  Speed  Studies  and  Manual. 

F.  Checking  for  accuracy,  speed,  and  rhythm. 

G.  Ten  minute  tests  to  be  given  for  tests  sent  out  by  the 
Underwood,  Remington,  L.  C.  Smith,  and  Royal  Typewriting 
Companies. 

:il.  PROBLEMS  TO  BE  SET  UP 
Problem  1.  Dictation 

a#  Value  of  securing  quick  response,  coordination,  and 
alertness. 

bj  Value  to  pupil  of  being  able  to  spell  correctly. 

c ) Start  with  words,  then  phrases  and  sentences. 

d)  Alphabetical  sentences  can  be  used  to  great  advantage 
in  strengthening  the  knowledge  of  keyboard. 

e)  Use  interesting  selections. 

Problem  2,  Punctuation 

a)  Drill  should  be  given  on' spacing  following  the  comma, 
period,  exclamation  mark,  question  mark,  semicolon, 
dash,  hyphen,  parenthesis,  quotation  mark,  abbreviation. 

b)  Take  upon  marke  of  punctuation  one  mark  at  a time. 

c)  Dictate  sentences  using  this  mark. 

d)  Class  discussion  and  correction  should  follow. 

Problem  3.  Paragraph  Work 

a)  Writing  longer  and  more  difficult  paragraphs. 

b)  Drill  for  accuracy. 

c)  Common  of  keyboard. 

Problem  4.  Acceleration  Test. 

a)  Acceleration  tests  for  interest. 
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PROVISIONS  FOR  INDIVIDUAL  DIFFERENCES 


For  those  pupils  who  are  slow,  special  drills  are  given 
and  individual  instruction  may  also  be  necessary.  And 
those  pupils  who.  work  faster  and  learn  to  use  the  key-board  at  a 
greater  rate  of  speed  and  accuracy  may  be  given  t xtra  work  from 
the  Speed  Studies  and  Speed  Drills.  The  slower?  pupils  will  need 
an  extra  labratory  period  and  this  may  clause  a re-arrangement  of 
their  schedule  but  if  it  does,  this  should  be  done. 


MEASURING  ACHIEVEMENTS 


Typewiiting  is  done  on  the  contract  basis,  therefore,  every 
unit  has  a point  value  and  also  a bonus  or  penalty  value.  This 
provides  for  the  grading  of  both  the  slow  and  fast  pupils.  A 
paper  with  no  errors  gets  M A" , a' paper  with  one  error  gets  " B", 
a paper  with  two  errors  gets  " C” , a paper  with  three  errors 
gets  WD” , a paper  with  more  than  three  errors  gets  "F” . In  find- 
ing the  pupils  grade  we  therefore  have  two  checks  on  each  pupil, 
one  for  the  time  used  in  writing  the  Budget  and  also  a check  on 
tne  accuracy  and  arrangement  of  the  writing  page.  Tests  on  parts 
of  the  machine,  keyboard,  carts  of  the  business  letter  will  also 
be  given. 
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GENERAL  INTRODUCTION 


This  course  is  really  the  beginning  of  real 
typewriting  for  the  student  of  typewriting.  He 
has  been  learning  the  mechanical  construction  and 
key  board  of  his  typewriter,  therefore,  is  ready 
for  real  work.  The  student  will  now  begin  to  write 
business  letters.  The  pupil  must  remember  that  the 
efficient  and  successful  stenographers  are  not  con- 
cerned only  with  the  form  or  style  of  the  letter 
written,  but  are  also  constantly  studying  business 
terminology,  office  procedure  and  ethics.  We  should, 
therefore,  make  this  our  aim  in  teaching  boys  and  girls 
the  office  procedure. 

This  course  in  typewriting  deals  with  the  bus- 
iness letter  and  it  should  be  the  aim  at  all  times 
to  write  a well  arranged  letter,  considering  the 
following  points:  Date  line,  addresses,  salutation, 

body  of  the  letter,  special  line,  complimentary 
closing,  firm  names  and  signatures,  pen  written  sig- 
natures, reference  initials,  and  enclosures.  The 
various  styles  and  forms  of  letters  will  be  studied 
and  the  manual  contains  various  illustrations  of 
these  styles  or  forms  of  letters.  The  pupil  should 
be  instructed  at  the  very  beginning  of  this  course 
that  he  is  ready  and  able  now  to  work  independently 
after  all  general  instructions  have  been  given.  Much 
stress  should  be  made  on  special  directions,  the 
pupil  learning  from  the  very  beginning  that  directions, 
the  pupil  learning  fhat  directions  are  nor  repeated 
in  office  work,  therefore,  they  must  learn  the  pro- 
ceedings of  the  office  at  the  very  beginning  and  be 
carried  through  the  whole  course  of  typewriting. 

The  finishing  up  of  this  course  will  be  the 
practice  of  various  speed  drills  for  the  purpose  of 
developing  a higher  rate  of  speed.  Five  or  ton  minu- 
tes at  the  beginning  of  each  class  period  should  be 
devoted  to  drills  given  in  the  manuel  and  from  the 
speed  drills  furnished  as  supplementary  work.  Speed, 
accuracy,  arrangement  and  neatness  will  be  the  points 
most  stressed  in  this  course. 


SPECIFIC  OBJECTIVES 


A.  To  review  the  work  of  the  first  term* 

B.  To  learn  the  purpose  and  correct  use  of  the  parts  of  the 

typewriter  needed  in  the  second  term:  bell,  right  hand 

marginal  release,  tabular  stops,  tabular  key,  and  carriage 
scale , 

C.  To  learn  and  automatize  the  figures  in  relation  to  the 
guide  keys. 

D.  To  provide  work  of  a business  type  to  which  the  pupil  may 
apply  the  principles  and  skills  of  the  first  half-year. 

E.  To  teach  the  names  and  uses  of  the  parts  of  the  machine  to 
be  introduced  during  this  semester. 

F.  To  stress  business  letters--parts , form,  punctuation,  arr- 
angement, content,  and  so  forth, 

G.  To  stress  tabulating  until  the  pupil  can  tabulate  with  ease 
and  accuracy. 

H.  To  master  the  figures, 

I.  To  further  inculate  ideals  of  neatness,  honesty,  and  res- 
ponsibility in  typewritten  work, 

J.  To  learn  how  to  address  envelopes  correctly. 

K.  To  learn  to  copy  short  tabulations  from  form, 

L.  To  further  intrench  the  attitude  of  confidence  and  deter- 
mination. 

M.  To  strengthen  the  habits  of  accuracy,  neatness,  economy  and 
honesty  in  typewriting, 

N.  To  develop  continued  progress  in  learning  to  typewrite. 

O.  To  continue  the  development  of  correct  habits  in  using  the 
typewriter. 

P.  To  acquire  greater  speed  and  accuracy. 

Q.  To  require  30  words  per  minute  to  pass  the  course  (writing 
15  minutes) 

R.  Establishment  of  the  habit  of  properly  caring  for  the 
typewriter  consistently. 

S.  Dictation, 
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GrUIDIITGr  PRINCIPLES 


A.  To  continue  increase  of  speed  in  the  manipulation 
of  typewriting. 

B.  To  improve  attractive  forms  of  typewritten  mater- 
ial and  to  familiarize  the  student  with  the  appre- 
ciation of  the  typewritten  page. 

C.  To  teach  the  proper  use  and  care  of  machine. 

D.  To  continue  the  formation  of  correct  habits  in  op- 
erating the  typewriter. 

E.  To  acquire  great  speed  and  accuracy. 

F.  To  develop  the  proper  attitude  and  desire  to  learn 
typewriting. 

Gr.  To  realize  the  necessity  for  following  instructions 
and  that  all  instructions  are  given  only  one  time. 

H.  To  learn  and  use  the  most  effective  form  of  tech- 
nique. 

I.  To  learn  and  to  apply  the  plan  of  requirement. 

J.  To  automize  the  line  of  every  letter  in  the  alpha-' 
bet;  the  value  of  punctuation  marks;  comma,  period, 
hyphen,  dash,  semi-colon,  quotation  marks,  and  to 
assimilate  as  proper  common  words  are  placed. 

K.  To  develop  accurately  habits  in  manipulation  parts 
other  than  those  which  are  needed  in  the  operation 
of  typewriting. 

L.  To  form  the  habits  of  economy  in  the  use  of  time 
and  supplies. 

# 

M.  To  have  instruction  in  doing  one’s  best  according 
to  one's  appearance. 
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1.  Teach  the  operation  of  the  marginal  release,  also  v/hen  it 
is  to  toe  'used. 

2.  Teach  the  purpose  and  correct  use  of  the  back  spacer. 

3.  Demonstrate  the  setting  of  tabular  stops,  also  the  use  of 
the  tabular  key.  On  some  machines,  it  is  necessary  to  ex- 
plain the  use  of  the  carriage  scale  and  setting  the  tabu- 
lar stops. 

4.  Explain  the  use  of  the  tabular  key  in  letter  writing, 
envelope  addressing,  billing,  and  column  work. 

5.  Teach  the  pupils  to  associate  each  figure  with  a certain 
finger  and  kina esthetic  movement  from  the  basic  position 
on  the  guide  keys.  An  excellent  exercise  for  this  pur- 
pose is  the  following: 

s2s  d3d  f4f  J6 j J*7j  k8k  191  ; 0; 

This  exercise  is  valuable  but  difficult. 

6.  Require  a copy  of  this  exercise  daily  for  about  ten  weeks 
to  fix  firmly  the  habit  of  typing  figures.  Give  daily 
practice  in  typing  the  month,  day,  and  year. 

7.  Teach  the  location  of  the  characters  on  the  figure  keys 
by  such  sn  exercise  as  s,!s  d//d  f$f  £%£  g__g  h__h  j&j  k’k 

Ki  ;); 

a.  This  requires  a movement  from  the  guide  keys  and  the  pro- 
per use  of  the  shift  key  at  the  same  time.  It  teaches 

a movement  froi  the  basic  position  just  as  it  will  be 
needed  in  making  these  special  characters  as  they  occur 
in  bus ine  s s f orrns . 

b.  Give  exercises  containing  these  characters  in  exercises 
just  as  they  are  usually  used,. 

8.  Business  letters  should  be  studied  by  the  class  as  a 
whole.  The  theory  may  be  assigned  for  home  study,  to  be 
followed  by  class  discuss ioh.  It  is  more  important  in 
this  semester  to  fix  the  principles  of  writing  business 
letters  than  to  try  to  develop  a high  degree  of  skill  in 
copying  forms.  However,  enough  forms  should  be  used  to 
fix  the  principles.  Giving  new  letters  of  each  type  to 
be  arranged  is  helpful  in  the  way  of  testing  the  pupil’s 
ability  to  apply  the  principles  he  has  learned. 

9.  Tabulation  work  has  too  often  been  taught  by  the  copy 
method.  Some  \vork  from  a copy  rightfully  belong  in  the 
course,  but  the  best  growth  is  attained  by  class  drill 
graduated  from  extremely  easy  to  fairly  difficult  mater- 
ial. Billing  exercises  may  well  be  used  for  speed  and 
accuracy  drills  after  a fair  degree  of  skill  has  been 
developed.  Billing  should  be  stressed.  Figure  work  has 
been  dwelt  upon  in  the  above  outling,  but  too  much  empha- 
sis cannot  be  laid  on  getting  the  pupil  to  use  the  figure 
row  of  keys  without  hesitation.  Dictation  work  ''Hi  help 
develop  the  ability  to  carry  figures, 
a.  The  work  of  this  half  lends  itself  especially  well  to  the 
development  of  ideals,  inaccuracy,  neatness,  honesty,  and 
responsibility  as  applied  to  typewritten  work.  It  is  also 
easy  to  make  comparisons  with  the  standards  of  business 
houses . 
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10.  The  typing  of  nest  and  orderly  arranged  business  letters 
is  the  aim  after  the  student  has  acquired  a fair  rate  of 
speed.  Il  ust:?ptions  ere  given  in  the  text  book  which 
are  reproductions  of  real  business  letters.  T c e e„'C 
studied  in  regard  to  form  and  arrangement. 

11.  'Then  the  pupil  has  completed  Typewriting  II  he  must  have 
attained  a speed  average  of  at  least  thirty  words  per 
minute.  One  day  each  week  is  allowed  for  Remington, 

L.  C.  Smith,  Underwood  or  Royal  speed  tests.  In  this 
way  students  may  work  for  speed  and  accuracy  rewards. 
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IX.'  SUGGESTED  PROCEDURE 

A,  Give  the  pupils  a short  test  covering  all  the  letters 

on  the  keyboard. 

B.  Machine  parts  to,  be  taught 

1.  Variable  line  gauge 

2.  Paper  guide 

3.  Paper  fingers 

4.  Cylinder  knobs 

5.  Tabulator  stops 

6.  Tabulat®r  keys — for  paragraphing  all  other  uses. 

7.  Ribbon  reverse 

8.  Ribbon  indicator 

9.  Ribbon  spool 
10,.  Stencil  lever 
11.  Ribbon  carrier 

C.  Business  Letters 

1.  Purposes  (Stress  different  kinds  for  different 

purposes) 

2.  Value  in  business  world 

3.  Parts. 

a.  Heading 

b.  Date  line 

o.  Inside  address 

d.  Salutation 

e . Body 

f.  'Complimentary  closing 

g.  Signature 

h.  Dictator’s  initials 

4 . Type 

a.  Conventional  or  indention  form 

b.  Block  form 

c.  Block  form  with  exception  of  complimentary  closing. 

d.  Blocked  heading  and  address,  conventional  body, 

and  complimentary  closing 

5.  Punctuation 

a.  Open 

b.  Closed 

6.  Envelopes 

a.  One  for  each  letter 

b.  Of  corresponding  type. 

D.  Carbons 

1.  Care  of  carbon  sheets. 

2.  Proper  manner  of  insertion  and  withdrawal 

3.  Number  of  copies  that  can  be  meLde 

4.  Touch  required 

5.  Use  of  piece  of  paper  folded  over  all  sheets  when 
inserting. 

60  Use  of  clips  to  prevent  slipping  when  using  stiff 
forms. 

7.  Correction  of  carbon  copies 

E.  Tabulation 

1.  Centering 

2.  Importance  of  tabulated  form  to  present  figure  work 
in  clear  way. 
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3.  Tabulated  arrangement  to  avoid  crowding. 

4.  l.,ain  headings. 

5.  Column  headings. 

6.  Billing  (Stress). 

a.  Extensions. 

b.  Class  unison  drills  on  short  and  long  item- 
ized statements. 

c.  Special  signs  used  in  billing  work. 

7.  Rough  drafts  (Do  not  stress  at  this  time). 

8. .Speed  figure  drills. 

F.  Speed  Practice  (from  Typewriting  Speed  Studies). 
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► 1.  SUGGESTED  ACTIVITIES 

A.  To  review  the  work  of  the  first  term. 

B.  To  learn  the  purpose  and  correct  use  of  the  parts 

of  the  typewriter  needed  in  the  second  year:  bell, 

right  hand  marginal  release,  bell,  tabular  stops, 
tabular  key,  and  carriage  scale. 

C.  To  learn  and  automatize  the  figures  in  relation  to 
the  guide  keys. 

D.  To  provide  work  of  a business  type  to  which  the 
pupil  may  apply  the  principles  and  skills  of  the 
first  half-year. 

E.  To  teach  the  names  and  uses  of  the  parts  of  the 
machine  to  be  introduced  during  this  semester. 

F.  To  stress  business  letters — parts,  form,  punct- 
uation, arrangement,  content,  and  so  forth. 

G.  To  stress  tabulating  until  the  pupil  can  tabulate 
with  ease  and  accuracy. 

H.  To  master  the  figures. 

I.  To  further  inculcate  ideals  of  neatness,  honesty, 

J.  To  learn  how  to  address  envelopes  correctly. 

K.  To  learn  how  to  copy  short  tabulations  from  form. 

L.  To  further  intrench  the  attitude  of  confidence 
and  determination. 

Ii.  To  strengthen  the  habits  of  accuracjr,  neatness, 
economy,  and  honesty  in  typewriting. 

N.  To  develop  continued  progress  in  learning  to  type- 
write. 

•0.  To  continue  the  development  of  correct  habits  in 
using  the  typewriter. 

P.  To  acquire  greater  speed  and  accuracy. 

Q, .  To  require  30  words  per  minute  to  pass  the  course 

(writing  15  minutes). 

P.  Establishment  of  the  habit  of  properly  caring  for 
the  typev/riter  consistently. 

S.  Dictation. 
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CONSIDERATIONS  GOVERNING  CHOICE  OP  MATERIAL 

1.  The  subject  matter  of  this  course  should  be  governed  by 
the  aims  of  the  class  referring  to  the  ability  to  write 
business  letters.  Arranging  them  correctly,  accurately, 
and  attractively  will  be  the  object  in  speed  material 
for  the  course* 

2.  The  material  chosen  will  contain  various  exercises,  arid 
each  exercise  will  be  discussed  with  the  class  before 
its  writing. 

3.  The  instructions  will  be  class  instructions,  however, 
individual  instructions  will  be  necessary,  but  the  pupils 
should  understand  at  the  very  beginning  that  nc  steno- 
grapher should  have  to  have  instructions  repeated.  Much 
practice  on  speed  and  accuracy  should  be  given  in  this 
course . 

4.  The  "Speed  Drills"  and  acceleration,  and  subquence  drills 
and  paragraph  practicing  for  individual  speed  accuracy. 

5.  The  pupil  should  now  be  able  to  plan  correctly  and  at- 
tractively all  the  work  which  is  assigned  them  after 
correct  instructions  have  been  given.  Business  letters 
with  office  practice  furnish  an  opportunity  to  learn  the 
general  proceedures  in  an  office. 

6.  The  nechanical  consideration  of  machine  should  now  be 
familar  to  each  student  since  all  the  parts  of  machine 
have  been  introduced  to  the  pupil.  The  budget  or  manual 
whi ch  include  budgets  13  to  31  of  Twentieth  Century 
Touch  Typewriting.  Manual  and  Speed  Drills  and  consti- 
tution laboratory  practice  and  drill  work  for  this  course, 
however,  they  will  have  general  introduction  to  the  phrases 
of  office  work. 
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INTRODUCTORY  REMARKS  TO  THE  TEACHER  OE  THIS  COURSE 


This  course  is  for  the  purpose  of  giving  the 
pupil  more  training  in  speed  and  accuracy,  there- 
fore, much  drill  work  will  be  taken  from  the  speed 
drills  and  from  the  drills  given  in  the  manual. 

Speed  tests  will  be  given  from  the  speed  test  sheets 
sent  out  by  the  typewriting  companies  and  a net 
rate  of  thirty  words  per  minute  will  be  required  of 
each  pupil. 

This  course  deals  with  writing  business 
letters.  All  business  letters  will  be  written  on 
letter  head  stationary  and  special  notice  will  be 
given  to  the  various  forms  of  business  letters. 

The  course  will  include  the  writing  of  budgets 
thirteen  to  thirty-two. 

Various  tabulating  arrangements,  border  de- 
signs and  binding  designs  will  be  found  in  this 
course  and  it  is  with  these  that  an  appreciation 
of  correct  arrangement  and  neat  work  will  be 
encouraged. 
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UNIT  I 


business  letter 


I.  Unit  Aims 

A.  A review  of  the  following: 

Space  bar,  shift  hey,  shift  lock,  margin  stop, 
line  spacer,  carriage  return  lever,  carriage 
release  lever,  cylinder  knobs,  papor  release 
lever,  paper  guide,  paper  table,  cylinder  of 
platen,  line  space  regulator,  marginal  scale, 
margin  release,  tabulator  stops,  back  spacer, 
bell,  paper  fingers,  finger  clamps,  and  ribbon 
spool  racket  handle. 

B.  Introduce  the  following: 

Type  guide  and  ribbon  carriers,  cylinder  scales, 
variable  ribbon  spacer,  carriare  frame  pointer, 
ribbon  key,  shift  lever,  line  space  disjoining 
lever,  envelope  guide  and  marginal  stops  release 
lever. 

C.  A discussion  of  the  operation  of  the  parts  of 
the  machine  mentioned  in  answering  1 and  2 will 
be  given. 

D.  Learn  the  parts  of  a business  letter  and  their 
uses  as  mentioned  in  C section  of  suggested  pro- 
ceedure . 

E.  otudy  the  best  abbreviations  commonly  used  in 
business  letters. 

E.  A review  of  the  fingers  and  the  characters  found 
by  the  shift  of  the  fingers. 

G.  The  ability  to  punctuate  the  body  of  a business 
letter,  the  correct  distributing  of  words  and 
the  use  of  various  business  words  or  phrases 
used  in  business  letters. 

II.  Core  Ifaterial 

A.  A general  introduction  to  the  new  parts  of  the 
machine  by  operating  them  and  discussing  them. 

B.  The  various  parts  of  the  machine  thus  learned 
will  be  used  in  writing  exercises  that  will  nec- 
essitate the  using  of  all  parts. 

C.  A discussion  or  study  of  all  the  parts  of  the 
business  letter. 

D.  A diagram  of  a letter  showing  the  various  parts 
will  be  made. 

E.  An  application  of  the  parts  of  a business  letter 
will  be  used  in  writing  the  letter  exercises 
found  in  budgets  13,  14,  and  15. 

E.  Supplementary  drills  will  be  taken  from  the  Speed 

Drills. 

G.  Fifteen  minute  speed  tests  will  be  given  one  day 
out  of  each  week;  these  tests  will  be  given  from 
the  speed  test  sheets  sent  out  b}r  the  Underwood, 
Remington,  Royal,  and  L.  C.  Smith  Companies. 
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III.  Problems  To  Be  Set  Up 

Problem  1 — Learning  the  parts  of  the  business  letter. 

A.  The  parts  to  be  learned  will  be: 

Date  line,  addresses,  salutation,  special  lines, 
complimentary  closing,  firms  name,  signature, 
pen  written  signature,  reference  initials  and 
enclosures . 

B.  The  making  of  a diagram  showing  these  parts. 

C.  A written  test  covering  the  parts  of  the  busi- 
ness letter  studied. 

Problem  II — Two  pace  letters. 

A.  Information  given  on  the  second  page  of  a two 
page  letter. 

3.  The  second  page  of  a letter  should  be  on  plain 
stationary. 

C.  The  careful  study  of  the  scale  given  in  the 
Manuel  on  letter  placement. 

Problem  III — Letter  Stjrles. 

A.  Studying  and  writing  the  indention  style  will 
be  the  first  one  studied. 

B.  Uniting  the  letters  of  budget  13  using  the 
indention  style.  Uriting  the  letters  in  bud- 
get 15  using  the  block  style. 

C.  Uriting  the  letters  in  budget  14  using  both  in- 
dented and  block  styles,  being  sure  that  all 
letters  written  for  the  same  C up any  are  written 
in  the  same  style. 
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UNIT  II  *-  HANDLING  BUSINESS  CORRESPONDENCE 


I.  Unit  Aims 

A.  The  preparation  of  envelopes  to  be  used  inout- 
going mail. 

B.  The  ability  to  select  the  correct  style  of  add- 
ress for  the  envelope. 

C.  A careful  study  of  the  various  illustrations  for 
addressing  envelopes. 

D.  Using  the  same  address  for  both  the  inside  and 
the  outside  address. 

E.  When  to  double  space  and  when  to  single  space. 

F.  The  correct  stacking  of  the  envelopes  with  the 
letters  for  signature  and  mailing. 

G.  The  use  of  the  paper  fingers  in  addressing  the 
envelopes . 

H.  The  correct  use  of  individual  titles,  and  also 
official  titles. 

I.  The  correct  folding  and  inserting  of  the  let- 
ters into  the  envelopes  will  be  studied. 

II.  Core  Material 

A.  A general  introduction  to  the  new  parts  of  the 
machine  and  also  a general  introduction  to  the  various 

phrases  mentioned  in  the  aims  of  this  unit. 

B.  Writing  the  letters  in  the  budget,  using  let- 
terhead stationary  and  envelopes  for  the  out- 
going letters. 

C.  The  study  of  business  letters  received  from 
various  companies  will  be  studied  as  supplmen- 
tary  material  in  this  unit. 

D.  A review  of  the  parts  of  the  business  letter 
and  the  correct  application  of  these  parts 
will  be  checked  with  each  pupil. 

E.  Fifteen  minutes  speed  tests  will  be  given  one 
day  of  each  week;  and  these  tests  will  be  given 
from  the  speed  test  sheets  sent  out  by  the  Under- 
wood, Remington,  Royal,  and  L.  C.  Smith  Type- 
writing companies. 

F.  Supplementary  drills  will  be  taken  from  the 
"Speed  Drills". 

III.  Problems  To  Be  Set  Up 

Problem  1--Preparat ion  of  Out-going  mail. 

A.  Learning  how  to  prepare  envelopes  for  outgoing 
mail. 

B.  How  to  stack  envelopes  before  beginning  to  type 
the  addresses. 

C.  How  to  insert  into  typing  position. 

D.  The  name  on  the  envelope  should  be  centered  in 
the  middlw. 

E.  When  and  how  to  center  vertically  and  horizon- 
tally. 
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F.  Learn  time  saving  in  stacking  envelopes  to  ad- 
ores sed. 

G.  A careful  study  of  the  different  envelope  address 
styles  illustrated  in  number  forty-four  of  the 
manual. 

H.  The  correct  folding  of  letters  and  inserting  in 
envelopes . 

I.  How  to  fold  for  the  usual  business  envelope,  and 
how  to  fold  for  the  large  envelope. 

J.  A careful  study  of  the  folding  and  inserting  let- 
ters in  illustration  number  forty-five  of  the  man- 
ual. 

Problem  1--Letter  Practice 

A.  Writing  the  letters  in  this  budget,  remembering 
the  things  learned  in  problem  one. 

B.  Typing  letters  of  the  five  different  styles  of  a 
business  letter  and  a rranging  a different  date 
line  for  each  st^le  selected. 

C.  A check  on  the  inside  and  outside  address  of  the 
mail,  and  the  forms  Used  in  both  will  be  the  first 
aims  of  this  problem. 
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U rIT  III  — CaRBO  ' COPIES 


I.  Unit  Aims 

A.  A careful  check  on  the  accuracy  of  typing. 

B.  Use  of  the  carbon  letters  i i the  business  office 
and  why  carbons  are  made. 

G.  The  kind  of  papers  to  use  hen  writing  a carbon 
and  how  to  arr.  nge  the  carbon  paper  in  writing 
oarbons . 

D.  The  importance  of  carefully  handling  carbon  will 
be  studied. 

E.  writing  carbon  copies  of  the  letters  in  Budgets 
18  and  19. 

F.  The  letters  in  these  Budgets  will  be  written  in 
the  inverted  form. 

G.  The  writing  of  the  dictator’s  name  in  the  initial 
position  will  be  noticed  and  why  this  may  be  done. 

11.  Gore  Material 

A.  General  introduction  to  the  writing  of  carbon  cop- 
ies end  the  handling  of  carbon  paper. 

B.  Each  pupil  will  first  write  using  one  carbon  and 
later  they  will  use  as  nay  as  four  carbons  at  one 
t ime . 

C.  All  carbon  copies  should  be  on  nloi  i stationery. 

D.  In  writing  carbons  pupil  should  be  reminded  that 
they  strike  the  keys  a little  harder  than  they  do 
in  ordinary  writing. 

E.  ”rritin?.  the  letters  i i Budgets  18  and  19  of  the 
manual  using  carbons  since  all  the  letters  are 
out-going  ones. 

F.  Fifteen  minute  Speed  Tests  will  be  given  one  day 
out  of  each  week;  each  test  will  be  given  from  the 
Speed  Tests  se  it  out  by  the  Underwood,  Remington, 
Royal,  and  L.C.  Smith  Typewriting  Companies. 

111.  Problems  To  Be  Set  Up 

Problem  1 — Carbon  Copies 

A.  Kina  of  carbon  to  use. 

B.  The  arranging  of  the  original  letter  with  carbon 
sheets  aid  the  paper  for  the  carbon. 

C.  How  to  ariange  when  writing  a carbon. 

D.  Writing  the  letters  in  Budgets  18  using  carbons. 

Problem  11  — Inverted.  Form  of  the  Letter 

A.  A careful  study  of  this  form  of  the  letter. 

B.  The  arrangement  of  a quotation  in  the  inverted  form 
of  the  letter. 

C.  The  arrangement  of  subjects  of  paragraphs  in  the 
inverted  form  which  may  either  be  capitals  or 
underscored . 

D.  The  writing  of  quotation  sheets  and  how  they  are 
arranged  with  an  attractive  and  suitable  heading. 

E.  Ur i ting  the  letters  of  Budget  19  with  carbon  copies 
and  quotation  sheets  for  the  letters  needing  them. 
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UNIT  IV— INTER-OFFICE  CORRESPONDENCE 


I UNIT  AIMS 

A.  Review  of  the  business  letter. 

B.  A test ~ covering  all  the  parts  used  of  a business 
letter  and  a repetition  of  the  study  if  pupils  have 
not  a working  knowledge  of  them. 

C.  The  ability  of  the  pupils  to  handle  any  business 
correspondence  that  may  come  in  a business  office. 

D.  To  be  able  to  write  clear  carbon  copies. 

E.  When  Inter-office  correspondence  is  used  and  the 
forms  used  in  writing  Inter-office  correspondence. 

F.  That  Inter-office  is  really  not  correspondence,  but 
a memorandum  of  something  that  takes  place  in  an 
office . 

G.  Special  notice  will  be  given  to  the  arrangement  of 
the  letter,  if  to  one  individual,  or  more  than  one 
in  the  office. 

H.  The  writing  of  long  hand  transcript  in  Inter-office 
forms,  or  various  other  forms,  will  be  studied  and 
used  in  this  unit. 

II  CORE  MATERIAL 

A.  A general  study  and  introduction  of  what  really 
Inter-office  correspondence  is,  and  for  what  it 
is  used. 

B.  Study  letters  that  are  illustrations  of  Inter- 
office correspondence  and  these  letters  will  be 
those  found  in  the  manual  and  those  received  from 
various  business  concerns. 

C.  The  writing  of  letters  in  budget  20  and  21,  using 
the  Inter-office  correspondent  forms. 

D.  Writing  the  letter  in  budget  22  of  long  hand  used 
in  forms  given  for  this  budget. 

E.  Supplementary  drills  will  be  taken  from  the  Speed 
Drills . 

F.  Fifteen  minute  speed  tests  will  be  given  one  day 
out  of  each  week,*  these  tests  will  be  given  from 
the  speed  tests  sheets  sent  out  by  the  Remington, 
Royal,  Underwood,  L.  C.  Smith  Typewriting  Companies. 

III  PROBLEMS  TO  BE  SET  UP 

Problem  I.  Inter-office  Letter  Form, 

A.  Studying  the  forms  given  in  illustration 
#48  of  the  Inter-office  letter, 

B.  Writing  the  letter  in  budget  20  and  21. 

Problem  II.  Pen  Written  Copies. 

A.  Select  of  difficult  pen  written  copies  to 
be  written. 

B.  Select  copies  to  be  read  from  the  school 
paper. 

C.  Write  the  exercise  given  in  budget  22. 


aowaaHoraaflfloD  ,aoi,Tio-H3TiTi— vr. 


8MIA  mu  i 

.nolio!  cesnl.-d  9'Ii  'to  v/^lvoH  .A 

bb onland  a lo  b^au  adnaq  add  Ila  gnirt^voo  daed  A .5 
*>vnd  aliquq  lx  tf/tfJc  odd  1c  ftoid  i .■  oc  >o.  /»  hftft  *rr.  dde.~ 

.raorij  lo  sghelwoa*  ;yi. throw  s don 
aagnlsxrcf  elbimri  od  clique  or! I lo  y^HXIcj  erfT  .0 
, -3  oil  "to  8eoniajL»cf  a ni  shoo  y*3®  darfl  ,..  .-.t^tneq  9*1*100 

. &9lqoo  ao <1*11.10  *ix9lc  oditw  od  oicte  scf  oT  . q 
9x11  hm>  ho?;;  si  o on sbrioq 00*1*100  oo tllc-'ielrtl  norfV?  ,3 
. lOfTOf  70q*  rtOC^O  30ll'lO-*X«  Ini  ^flictlTW  '1‘  f)&  ;u  LfTTIOl 

dud  « ooa^hncqEdTioo  ion  ^£I/*q-i  cl  ool^lo-nod'  T diuiT  *v 

•: 

. 

lc  '3nflri*iu  orid  od  novl^  od  III  v ooxdon  loiooqg.  *0 

©no  ;xox*  • ‘lorn  *xo  , Xaidfcl  7llii'ji  ono  od  ll.t*j:©iwdl  odd 

. . . " . 

ool  / j..v  1 ni  tq  Bfusni  hnari  yiol  lo  yiiilTw  ©riT  ,H 

\ ' tBV 

* a;»  nxl  ?>T0D  II 

* 

. 

. f 9.8X;  ci 

- * 

• ' '•■.-?'■•<  - ••  . " ' ' 

IB  I B oa 

. - . : '0.  0 - * -• 

: 

■ • 

. ; ■ x d . 7 i » .<  th  > t n i- 

tw  - 

\ '.  1 • .1 'in 


10VI3  ocf  £ I Jtw  edsod  haoq?  * ilm  naodll1?  .T 

v 

. nod  . 1 1 ••  arid  yd  Jjjc  J:i  'K  sdesrfe  :.;?J  haoqc  odd 
■ 

s?i  T8E  aa  ot  tfcuaoHi 

.mnol  *x:-dd?J  ©cITto-ftoinx  «I  melcfcol 

-■  ■ ■1  5^1  Y*  • • A 

.■isdd**!  ooXVto- ;I  odd  tr 

■ ’ ■ ’ 

. • • . r ■ < j X . • . . ••'•"-T 

aolqoo  noiiiftw  no  •! 

. 


. ■ . od  o : 


III 


0 


Unit  V — Tabulation 


T.  Unit  Aims 

A.  Review  the  following;  parts  of  a business  letter,  address- 
ing envelopes,  folding  letters,  placing  letters  in  envel- 
opes, getting  letters  ready  for  dictator’s  signs.ture, 
writing  inter-office  correspondence. 

B.  The  various  uses  of  the  Tabulating  keys,  to  be  able  to 
plan  a page  to  be  tabulated,  and  to  decide  on  a short, 
clear  main  heading  and  column  heading. 

C.  Be  able  to  center  horizontal,  vertical,  and  to  center 
with  the  shift  of  the  figure  six(6). 

D.  All  vertical  lines  are  made  with  the  colon  or  the  apos- 
trophe. 

II.  Core  Material 

A.  Select  various  copies  of  tabulation  forms  for  class 
instruction  and  study. 

B.  Use  various  forms  for  practice  work  and  learn  the  use 
of  the  tabulation  keys. 

C.  Write  the  exercise  in  Budget  XXIII,  in  tabulation 
form. 

D.  . Supplementary  drills  will  be  taken  from  Speed  Drills. 

E.  Fifteen-minute  tests  will  he  given  one  day  out  of  each 
week;  these  tests  will  be  given  from. the  Speed  Tests 
Sheets  sent  out  by  the  Underwood,  L.  C,  Smith,  Reming- 
ton, and  Royal  Typewriting  Companies. 

III.  Problems  to  be  Set  Up. 

Problem  I. — Introduction  to  Tabulation 

A.  The  study  and  use  of  the  following:  How  to  use  tab- 

ulator stops  correctly  and  how  to  use  the  tabulation 
scale. 

B.  Planning  the  material,  to  be  tabulated,  horizontal' 
centerengj  vertical  centering,  centering  headings, 
horizontal  rulings,  and  vertical  nulings. 

C.  Study  the  Tabulation  forms  given  on  page  110  and  page 
111  and  write  these  forms. 

Problem  2. — Tabulation 

A.  The  writing  of  various  information  given  the  pupils 

for  writing  tablation.  This  material  will  be  taken  from 

the  material  collected  by  either  the  students  or  the 
teacher. 

B.  Writing  the  exercises  given  in  Budget  XXXIII. 
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UNIT  VI*-- BORDER  DESIGN 


I Unit  Aims 

A.  A review  of  the  work  done  in  the  units 
there  were  in  office  correspondence  and 
tabulation. 

B.  Study  various  border  forms  given  in  the 
manual  and  the  writing  of  various  kinds  of 
exercises  to  be  placed  in  booklet  form  with 
an  attractive  border. 

C.  Illustrate  the  use  of  the  various  keys  on  the 
typewriter  to  make  an  attractive  border. 

D.  To  remember  that  the  border  design  should 
begin  tow  inches  from  the  top  and  seven 
spaces  to  the  left  of  the  left  margin  of  the 
article. 

II  Core  Material 

A.  General  introduction  of  the  keys  used  for 
making  border  designs  and  these  keys  are: 


B.  Selection  of  various  poems  and  articles  to 
be  placed  in  an  attractive  form  that  will 
call  for  a border. 

C.  Writing  the  exercises  in  Budgets  24,  25, 
and  26,  placing  them  in  book  form  using 
border  designs  for  each  budget. 

D.  Write  the  letters  in  3udget  27  using  the 
block  form  and  placing  them  in  a bookelt 
using  an  attractive  cover  design  recuiring 
each  student  to  have  a different  cover  de- 
sign. 

Ill  Problems  to  be  set  up. 

A.  An  explanation  of  the  use  of  the  border  de- 
sign and  when  it  may  be  used. 

B.  Studying  the  designs  given  in  the  manual 
with  supplementary  designs  gotten  from  the 
different  typewriting  manuals. 

C.  Write  the  illustrations  given  on  plge  114 
of  the  manual . 

Problem  2.  Letter  exercises. 

A.  Writing  the  letters  in  Budgets  24,  25,  and 
26  and  placing  them  in  a booklet  with  an 
attractive  border. 

B.  Write  the  songs  and  poems  given  in  separate 
border  sheet  of  paper. 

Problem  3.  Block  Letter. 

A.  Writing  the  letters  in  Budget  27,  using  the 
block  form  and  then  placing  them  in  a book- 
let using  an  attractive  cover  for  your  budget 
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UNIT  VII— SPECIAL  CORRESPONDENCE 


I  Unit  Aims 

A.  A review  of  the  following:  the  parts  of 

a business  letter,  writing  carbon  copies, 
tabulation  of  inter-office  correspondence 
and  border  designs. 

B.  A study  of  the  arrangement  of  the  block 
form  of  a letter.  * 

C.  A careful  study  and  use  of  the  address, 
salutation,  and  complimentary  closing 
given  to  government  officials,  profess- 
ional persons,  and  business  persons. 

D.  Writing  letters  using  names  of  school  offi- 
cials to  the  various  typewriting  companies. 

E.  Study  and  use  of  the  letter  form  used  to 
indicate  paragraph  subjects. 

II  Core  Material 

A.  A general  introduction  to  the  use  and  forms 
of  any  special  correspondence. 

B.  A study  of  letters  written  by  government 
officials,  such  as  a general  of  the  army, 
his  captain,  or  from  the  president  of  the 
United  States  to  the  governor  of  your  state. 

C.  The  proper  arrangement  of  the  address,  salu- 
tation, paragraph,  closing  and  signature  will 
be  the  parts  specially  noticed  in  this  unit. 

D.  The  writing  of  carbon  copies  of  all  letters 
and  articles  written  in  budgets  27,  28,  29, 
30,  and  31.  Envelopes  will,  be  addressed  for 
all  letters  in  these  budgets. 

E.  Supplementary  drills  will  be  te.ken  from  the 
Speed  Drills. 

F.  Fifteen  minute  speed  tests  will  be  given  one 
day  of  each  week,  and  these  tests  will  be 
given  from  the  speed  test  sheets  sent  out 

by  the  Underwood,  Remington,  Royal,  and  L.C. 
Smith  Typewriting  Companies. 

Ill  Problems  To  Be  Set  UP 

Problem  I.  Block  Letters. 

A.  A study  of  the  style  r iven  in  illustration 
#49  of  the  manula. 

B.  Avoid  over  use  of  tnis  style  of  a letter 
since  it  is  the  one  easiest  to  write. 

C.  Writing  the  letters  given  in  budget  28  use- 
ing  this  form. 

Problem  II.  Special  Correspondence. 

A.  To  learn  the  correct  address,  salutation, 
and  complimentary  closing  to  be  used  in 
writing  government  officials,  professional 
persons,  and  business  persons. 
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B.  To  write  the  letter  given  on  page  127  of  your 
manual  to  the  following  persons;  the  governow 
of  your  state,  your  state  legislator,  your  mayor, 
a prominent  physician,  a Protestant  minister, 
Catholic- Priest , Jewish  Rabbi,  corporation  of 
your  city,  business  firm,  prominent  man,  and  a 
prominent  woman. 

Problem  111.  Manuscript. 

A.  The  correct  form  and  arrangement  of  a manuscript. 

B.  Write  the  letters  and  articles  given  in  budget 
30,  using  carbon  copies  for  the  exercise  ’’Care 
of  the  Typewriter.” 

C.  After  all  letters  have  been  written  and  arranged  > 
place  them  in  an  attractive  book  form  with  an 
attractive  cover  design. 

Problem  IV.  Indented  Paragraph  Style  of  Letters. 

A.  A careful  study  of  the  indented  paragraph  letter 
given  in  illustration  #50. 

B.  Special  notice  should  be  made  of  the  way  of  in- 
dicating paragraph  subjects. 

C.  Make  carbon  copies  of  each  out-going  letter  but 

no  corbon  copies  are  ever  made  of  incoxtiing  letters. 
All  letters  should  be  sighnd  with  pen.. 

D.  Write  the  letters  given  in  budget  31  using  the 

indented  paragraph  style  of  letter.  Address  en- 
velopes and  fold  letters  for  this  budget. 
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GTNRRAL  INTRODUCTION 


The  main  aim  of  this  course  is  to  give  instruc- 
tions to  the  pupils  of  the  general  work  done  in  the 
office.  This  work  will  contain  business  letters 
with  various  office  practices.  The  writing  of  tele- 
grams, and  letters  of  confirmation,  the  cutting  of 
stencils  and  running  copies  off  on  the  mimeograph, 
balancing  the  work  on  the  pa.ge  correctly,  writing  of 
invoices,  filling  in  blanks  bills  of  lading,  writing 
commercial  drafts,  writing  bank  drafts,  introduction 
use  of  the  various  kinds  of  agreements,  work  on 
court  practices,  and  various  secretarial  projects 
found  in  the  budgets. 

The  approximate  rate  of  progress  for  the  pupil 
is  clearly  indicated  in  the  way  the  materiel  of  this 
unit  is  graded  and  organized.  The  unit  plan  is  em- 
phasized throughout  and  each  lesson  is  usable  in  the 
problem  form.  The  unit  of  work  may  be  of  whatever 
length  the  individual  teacher  wishes.  However,  a 
discussion  of  the  ways  in  which  the  material  may  be 
handled  effectively  will  be  sug  estive  end  will  help 
to  guide  the  beginning  teacher  who  has  not  yet  had 
sufficient  class  room,  experience  to  outline  the  con- 
tents of  the  work  for  the  different  report  periods, 
the  term  or  the  semester. 

Much  of  the  work  done  in  Typing  III  will  be  re- 
viewed in  Typing  IV,  however,  no  forms  are  used  in 
this  course  and  pupils  will  make  their  own  forms 
but  in  Typing  IV  forms  for  invoices,  bills  of  lad- 
ing, bank  draft,  commercial  draft,  deeds,  mortgages, 
wills,  building  contracts  and  various  other  forms 
will  be  used. 

The  finishing  up  of  this  course  will  be  writing 
letter  of  application  answering  advertisements  from 
the  daily  paper,  also  making  personal  interviews 
using  the  teacher  as  the  prospective  employer . The 
requirement  of  this  course  mil  be  a speed  rate  of 
firty  words  per  minute  writing  fifteen  minutes.  Ac- 
curacjr  and  speed  will  be  stressed.  The  budgets  fin- 
ished in  this  course  will  be  from  budget  thirty- three 
to  fifty-seven. 
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A. .  To  review  the  work  of  the  two  preceding  terras. 

B.  To  learn  the  purpose  end  use  of  the  remaining 
parts  of  the  typewriter  needed  in  ..  dv.  nced 
typewriting. 

C.  To  learn  how  to  care  for  the  typewriter  properly. 

D.  To  master  form  and  arrangement  in  typewriting 
business  letters. 

33.  To  increase  speed  and  accuracy  in  using  the 
typewriter. 

F.  To  teach  proper  arrangement  of  typed  material 
upon  the  pa^e. 

G.  To  learn  the  correct  spelling,  meanings,  and 
usage  of  business  terms. 

H.  To  learn  how  to  make  carbon  copies. 

I.  To  learn  to  make  a straight  line  on  the  typewriter. 
J*.  To  learn  how  to  typewrite  on  lines. 

K.  To  learn  how  to  do  centering. 

L.  To  develope  definitely  increased  speed  in  type- 
writing. 

II.  Business  forms  and  letters. 

N.  Proper  arrangement  of  new  matter. 

O.  To  make  the  typewritten  material  an  artistic 
sense  of  arrangement  and  appreciation  of 
beauty  of  the  typewritten  page. 

?.  To  teach  the  cutting  of  stencils  end  use  of 
mimeograph. 

Q, .  To  aid  the  pupils  in  becoming  skilled,  efficient, 

operators  of  their  machines. 

1.  By  constantly  correcting  improper  fingering 
or  posture. 

2.  By  stressing  proper  manipulation  even  in  the 
detailed  points  of  operation. 

R.  To  further  develop^  in  the  pupil  a desire  to  assume 
responsibility  forTa  place  of  work  end  to  answer  for 
its  accuracy. 
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GUIDING  PRINCIPLES 

Emphasize  the  importance  of  the  business  letter  as  a repre- 
sentative of  the  firm,  and  the  necessity  for  its  appearance 
creating  a favorable  impression  upon  the  recipient. 

Provide  unarranged  copy  and  working  instructions  to  develop 
initiative  and  independent  thinking  in  setting  up  the  letter. 
Teach  the  following  concerning  a typewritten  business  letter. 

Parts: 

Heading — date  line — inside  address — salutation — body — 
complimentary  closing — signature — dictator’s  initials- 
stenographer’ s initials — indication  of  enclosures. 
Styles : 

Indented — block  throughout — block  with  the  exception 
of  the  complimentary  closing — block  heading,  indented 
paragraphs  and  complimentary  closing — overhanging 
paragraphs . 

Types: 

Memorandum  notation-interdepartmental  communica- 
tions— usual  letters  to  be  mailed. 

With  usual  paragraphing. 

With  Quotations. 

Spacing : 

Double — single . 

Placement : 

With  reference  to  left  and  right  hand  margins. 

Distance  from  top  and  bottom. 

Use  of  the  tabular  device  to  save  time  and  labor. 

In  paragraph  indentations,  date  line,  complimentary 
closing  and  signature. 

Emphasize  the  need  for  correct  spelling  to  the  typist  who 
cannot  cover  inability  to  spell  by  and  illegible  scrawl. 
Provide  the  pupils  with  copy  consisting  of  words  frequently 
misspelled. 

Occasionally  give  a spelling  lesson  by  dictating  a list  of 
words  to  be  spelled  correctly  on  the  typewriter. 

Give  copy  containing  the  correct  definition  and  usage  of  the 
words  correctly  spelled. 

Urge  the  pupils  to  use  the  dictionary  to  find  the  correct 
spelling  when  in  doubt.  In  this  connection,  stress  the  time- 
saving value  of  a knowledge  reserve  which  makes  the  need  to 
refer  to  the  dictionary  less  frequent. 

Teach  the  pupils  to  place  the  letter  head  or  original  copy 
sheet,  face  downward  on  the  desk,  on  top  of  that  a sheet  of 
carbon,  glossy  side  up,  then  the  ’’second  sheet1’  or  carbon- 
copy sheet.  Then  lifting  all  three  sheets  in  the  left  hand, 
insert  them  in  the  machine  with  a twirl  ©f  the  cylinder  knob 
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by  the  right  hand.  Establish  this  habit  and  there  will  not 
be  need  to  rewrite  a letter  because  the  imprint  of  the  car- 
bon was  made  on  the  back  of  the  original  sheet. 

Teach  the  pupils  the  steps  to  be  followed  in  determining 
the  point  for  beginning  to  typing  of  the  heading.  Suggest 
as  a time  saver  m centering  several  lines  on  one  page,  the 
first  typewrite  them  on  another  sheet  even  with  the  margin. 
Then  the  length  of  the  others  may  be  easily  determined  by 
adding  or  subtracting  the  difference  and  quicker  than  counting 
the  spaces  in  each  line. 

Advocate  the  use  of  a measuring  scale. 

Show  the  need  for  knowing  how  to  typewrite  on  lines,  by 
referring  to  the  need  for  filling  the  checks,  notes  and  a 
myriad  of  printed  forms. 

Assign  some  copying  to  be  done  on  ruled  paper. 

Call  attention  to  the  appearance  of  typewriting  just  a trifle 
above  the  line  and  uniform  the  line  or  rests  at  varying 
distances  above  the  line. 

Create  an  interest  in  improving  speed. 

Give  tests  for  fun  just  to  see  what  can  be  done.  Don’t  grade 
these  and  let  the  pupils  know  that  you  don’t.  This  is 
effective  in  eliminating  nervousness  and  fear.  Post  the 
record  made  by  the  world's  champion  typist,  130  words  per 
minutes  just  continued  for  one  hour:  by  the  world’ s champion 

typist,  by  the  world’s  champion  novice,  76  words  per  minute 
continued  for  15  minutes  just  one  year  after  beginning  the 
study  of  typewriting;  by  high  school  students  in  the  state 
contest,  by  past  pupils  in  this  school,  or  by  other  classes 
in  the  third  term. 

Emphasize  the  importance  of  accuracy  in  attaining  high  speed. 
Call  attention  to  the  accuracy  record  of  the  world’s  champion 
typist--only  one  error  in  about  700  words. 

Set  up  as  a normal  speed,  a rate  of  40  words  per  minute  with 
not  more  than  five  errors  for  ten  minutes  graded  according 
to  the  international  rules.  Require  each  pupil  to  keep 
a record  of  his  progress.  When  a plateau  is  reached,  give 
individual  drills  which  your  analysis  suggests  as  necessary. 
Explain  your  idea  of  the  reason  for  the  halt  and  how  the 
drill  will  remove  this  cause. 
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XXX  I IETHOD  * 

A.  Since  the  students  have  had  considerable  experience  and 
become  faiirly  proficient  in  the  use  of  the  typewriter, 
attention  should  now  be  given  to  producing  attractively 
arranged  and  accurately  made  copies.  The  students  in 
this  course  will  be  given  much  opportunity  to  type 
material  sent  in  by  outside  agencies.  Stencils  and 
mimeographed  copies  will  be  made  frequently,  thus  giving 
the  students  an  opportunity  of  familiarizing  themselves 
with  the  operation  of  the  mimeograph.  The  typing  of 
notes  and  material  will  also  be  given  much  attention, 
thus  combining  the  shorthand  and  typewriting  work. 

B.  One  period  each  v/eek  is  allowed  for  Remington,  L*  C. 
Smith,  Underwood  or  Royal  speed  tests.  In  this  way 
students  may  work  for  speed  and  accuracy  awards. 

Time  may  be  well  spent  on  speed  tests  and  accuracy  tests 
until  the  desired  standards  are  attained  m skill;  then 
the  larger  part  of  them  should  be  devoted  to  subject 
matter  content  with  two  days  to  office  or  school  work 
and  speed  and  accuracy  drill.  Any  procedure  should  in- 
clude : 

1.  Drills  for  speed  and  accuracy. 

2.  A plan  for  subject  matter  study;  exercise  and  drills 
to  fix  the  principles  studied. 

3.  Enough  outside  work  to  develop  a sense  of  responsi- 
bility for  a good  piece  of  work. 

Each  pupil  should  receive  instructions  in  all  phases 
of'  the  work — the  class  should  be  taught  by  the  class 
method.  * 

C.  Explain  the  method  of  releasing  the  left  marginal  stop 
in  making  marginal  notations  -overhanging  paragraphs. 

Teach  the  use  of  the  shift  for  making  a line  of  capitals, 
and  the  methods  of  releasing  the  locking  device. 

Explain  the  value  of  the  carriage  scale  (front  scale) 

in  centering. 

Show  the  use  of  the  cylinders  scale  (line  gauge),  in 
adjusting  paper  in  the  machine  when  filling  in  blanks 
or  correcting  type  errors  on  a reinserted  typewritten 
sheet.  In  the  connection  show  also  the  use  of  the 
type  guide. 

Teach  individually  the  various  ribbon  controlling  devices 
ribbon  color  shirt  lever.  They  are  different  on  each 
make  of  machine,  but  the  functions  of  each  are  the  same. 

D.  Explain  the  need  for  properly  caring  for  the  typewriter, 
x-oint  out'  the  advantages  occuring  to  the  stenographer 
or  typist  in  the  better  appearance  of  all  typewritten 
work  and  increased  ease  of  operation. 

Show  how  dust  combined  with  oil  forms  an  abstruction  to 
smooth  operation. 

Caution  the  pupils  to  use  care  in  dusting,  not  to  bend 
or  affect  the  mechanxsm. 

Demonstrate  the  correct  method  of  oiling.  Emphasize 
the  advantage  of  applying  a very  little  oil  at  a time, 
but  that  often. 


. ..  : ' _ ;-r::  • ' ; ■ • 0 ni  ‘ :,i  4 

,*i9Xx*iP9<iYt  arfx  ‘io  aau  aAStti  zd  iozt  \Iiiat  9000  ed 

. nevife  ad.wori  bluotte noltaeftb 

. [QO  d^eniyxi^flii/ooe  -bna:  fia^istta 

‘ . Q?  ^Xlnx/XtOqqo  ... 

'■  .•  . ’ \ ' ' / ...  •'•• 

• • ;;‘V.  ...  . ' .,  . ..  j ; ■ : ■ . f/.v  ,i,.' 

■*•  ‘ o.-  s ?■  ■ ■ • .‘i  ■ • ■ _ ' ' '■  • . . 

- • .-..  i % eieqo  i >rfJ  xfJXw 

rnolfnsfS3  riouu  ae'7l&  ed  oaXs  IX Iff  XaiteXaia  bus  • ' 
^ataov.’  . :•  ri/ti Umoo  &uA$ 


.■  i . v.  . bavioil-e,  at  ;I©or.'  . ! 


anO 


Yaw  eii fx  al  . btaot  baa'is  la^ofl  to  boofnebaV  fii? 
.etnewe  \oeivoo a baa  baaqa'  ■ a 

at  a©  +;  YOP.TL-  )Qb 

aariXj.XXijla  xi  x bant  aft  ta  eia  efrtal 

toBld'ua  bi  reb  e lo  ttoq 

;■?  j • ‘/f.Ti  ) X : • i 't\S  .<  W ♦ X'UCC  1 • ' • 

- i ibXuorla.  siufcaootq  ;:i:s. . • .1  Li'i.L  ^ojnuooa.  baa  besqe  bn  a 

i : : o in  * l 


.^osiuoos  bnn  booqa  lol 

•'  ' "•  { 

.X 

elXitb  bn a 

acibtexo 

; • .. 

• W* 

' ' ' 

-Xeno<  a9*i 

lo  aenaa. 

a qolavatb  oX  ^tow  ebia 

' 

• C 

. ' . 

vxilid 

e&aaifCj 

Cl  Bi 

! 

orf  t Jri^naX  9cf  Dluofle  a a ala  9ilX— 3itow  io 

,’  yAr 

X‘lO-1  9Xi$  £0X8 £9 J 

' ■ • ,*j  ki  '• 


vab  aniaaoX  arfi  ^xiiaua 


>riX  bn  a 


. . (aXea  noil  . • ii  . t to  ej 

:\o-r;i  9 • ' ;i  i 

.ii  ill  9iui)  i 

.. : ' ■•  ■ . t ■ . y .■•  . . . . . / v. .i  ' ■ . n ; • i.1 

. ■ v.  ba^iaaniai  a xio  gxilJssTioo 

■ r oai  roxta  • t 

' ■ : . . . | eutoxTi  bni  ' rio  a : I 

sriT  . *1  a vs  1 X x i rl8  *i  o X o o n 
■ ' ■ ►so  lol  ' *■ 

• . ' toi  1 • 

naX^XTV'eqYX  XX a "io.  jqn  . .,  i;  ;i-  *io 

.ric.  . . j’  i‘  • ...  a 

cx  aotfouitado  ns  smoi  Xlo  Attn  bMidisoo  fsub  uoA  woxiti 

•.  ;ioi  t rc  ■ ’-i o i;tO'  na 

Lnacf  oX  Xon  tejnxXeub  nX  aiao  aau  oX  aXiqLrfi  ailX  noxXi/eO 

*;iej.i!ei »a©:.t  ©fix  : -> lie*  to 
esiaarfqc^  .anxXxo  io  boriXsa  xoe^too  &riJ  aX ^uanonoa 
,9tiiX  a Xa  XXo  aXJXiX  Cqqa  ‘io  6aila8Tl!>i  ©rix 

.naxio  X^nx  xnd 


155) 


I SUGGESTED  PROCEDURE 


A.  Review  drills 

1.  A ten-minute  drill  gives  once  or  twice  a week  to  every 
member  of  the  class  enabling  the  teacher  to  check  up 

on  fingering  and  operation.  These  are  similar  to  those 
offered  in  the  beginning  work: 

2wsx  3edc  4rfv  5tgb  6yhn  7ujm  8ki,  9ol.  Op;/ 

2.  Alphabetical  sentences 

3.  Difficult  numerical  combinations 

B.  Direct  applications  of  theory  learned  in  the  first  year. 

1.  Longer  and  more  difficult  business  letters.  (Stress) 

2.  Tabulated  forms.  (Stress  moderately.) 

3.  Telegrams 

C.  Stencils.  (Be  sure  to  reach  all  pupils) 

1.  In  instructing  a pupil  in  stencil  cutting 

some  demonstrations  by  the  teacher  will  be  necessary. 

2.  The  pupils  must  understand  that  a stencil  is  more 
expensive  than  a sheet  of  paper  and  that  carefulness 

in  its  preparation  really  means  service  to  their  school 

3.  All  kinds  of  stencils  should  be  taught. 

a.  The  wax  (preferably  first) 

b.  The  derma type 

c.  The  mimeotype 

4.  The  use  of  the  stencil  on  the  mimeograph 

5.  How  the  printed  page  is  produced 

6.  In  structions  and  demonstrations  by  the  teacher  can 
usually  be  made  to  five  or  six  pupils  at  a time  in 
such  details  as  these: 

a.  Setting  the  pomnter  for  number  of  copies 

b.  Adjusting  margins 

c.  Regulating  the  flow  of  ink 

d.  Refilling  the  ink  fountain 

D.  Speed  (Stress) 

1.  Speed  sentences 

23  Ten,  fifteen,  and  twenty  minute  contests 

E.  Office  work  of  the  school.  (Stress) 

(To  give  an  opportunity  to  apply  principles  learned 
and  to  develop  responsibility) 

An  advanced  class  can  be  of  real  service  to  the  school 
by  arranging  and  typing  material  required  by  the 
office,  by  teachers,  by  clubs,  and  various  organiza- 
tions. This  will  give  varied  practice  in  styjhe  and 
arrangement  in  typing: 

1 . Programs 

2.  List  of  members 

3.  Articles  for  bulletin  boards 

4.  Library  notices 

5.  Roles  for  plays 
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SUGGESTIVE  ACTIVITIES 


1.  Yifrite  review  exercises  made  up  of  the  letters  of 

the  alphabet.  Review  the  special  characters  suggested, 
and  the  special  exercises  for  figures  in  typewriting 
I and  write  ’’warming  up”  exercises  daily. 

2.  Learn  the  use  and  location  of  the  following: 

marginal  stops,  shift  lock,  type  guide,  carriage 
scale,  cylinder  scale,  and  ribbon  controlling 
devices  of  the  typewriter  being  used  this  term. 

3.  Clean  the  typewriter  with  a stiff  brush,  removing 

dust  carefully,  oil  the  typewriters  correctly, 
replace  an  old  ribbon  with  a new  bibbon  and  assum- 
ing responsibility  for  the  care  of  the  typewriter 
assign  and  use  daily. 

4.  Type  simple  letters  from  unarranged  typing  to 

develop  ability,  to  place  letters  well  on  the  page. 

5.  Determine  the  best  form  and  arrangement  for 

typing  various  labatory  problem  letters. 

6.  Placing  sheets  of  carbon  between  the  pages, 

correctly,  inserting  them  in  machine  correctly, 
make  more  than  one  carbon  copy  and  inserting 
as  many  as  six  sheets  of  paper  or  five  carbons 
correctly  in  the  machine. 
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consideration  governing  choice  oe  materials 


1.  The  material  to  be  used  in  this  course  will  deal 

especially  with  the  various  kinds  of  commercial  papers, 
business  letters,  and  general  office  procedure. 

2.  The  material  chosen  will  contain  various  business 

forms  which  will  give  practice  in  the  use  of  various 
things  used  in  general  office  procedure. 

3.  A course  of  various  information  from  office  and  re- 

ference books  will  be  of  great  value  in  class  instructions. 

4.  The  "Speed  Drills"  and  acceleration  drills,  sequence 

drills,  and  concentric  drills  will  be  given  from  time 
to  time. 

5.  This  course  completes  the  work  found  in  the  20th 

Century  Touch  Typwriting  Manual  complete  and  a speed 
rate  of  forty  words  per  minute  is  required  writing 
fifteen  minutes. 
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INTRODUCTORY  KwvIAHKS  TO  THE  TEACHER  ON  THIS  COURoE 

This  course  will  be  the  beginning  of  the  general 
office  practice  for  the  typing  student,  and  this  should  be 
k&pt  in  mind  from  the  very  beginning  of  the  course.  This 
course  will  include  the  various  kinds  of  business  corres- 
pondence; the  writing  of  various  kinds  of  reports,  the  cor 
rect  arrangement  of  tabulated  forms,  and  the  writing  of 
various  kinds  of  business  correspondence. 

ITo  forms  will  be  provided  with  this  course,  therefore 
the  student  will  be  asked  to  make  the  various  rorms,  but 
will  use  letterhead  stationery  for  all  the  letters  written 

Speed  and  accuracy  will  be  stressed.  Much  drill  work 
will  be  given  and  speed  tests  will  be  taken  one  day  each 
week.  The  speed  requirement  of  this  course  is  a net  rate 
of  forty  words  a minute,  writing  for  fifteen  minutes. 
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UNIT  I--BUSINESS  LETTERS  WITH  PRACTICE 


I.  UNIT  AIMS 

A.  A review  of  the  "business  letter  and  the  practice  of  the 
business  letter  learned  thus  far. 

B.  A review  and  study  of  the  eight  parts  of  subjects  and  the 
class  of  sentences  according  to  form  and  use. 

C.  A careful  study  of  abbreviations  used  in  various  business 
offices . 

D.  The  correct  way  of  writing  figures  and  figures  with  the 
abbreviations . 

E.  A careful  study  of  the  punctuation  of  letters  and  other  ma- 
terial to  be  copied. 

P.  The  correct  way  of  dividing  words  and  the  use  of  words  such 
as  titles.  Honorable,  and  Reverend* 

G.  The  correct  arrangement  of  a payroll,  payroll  distribution 
sheet,  a cash  slip,  and  a check. 

H.  The  handling  of  outgoing  and  incoming  letters  with  the  forms 
mentioned  in  the  above  aim. 

II.  CORE  MATERIAL 

A.  A collection  of  various  abbreviations,  figure  arrangements, 
material  to  be  punctuated,  words  to  be  divided,  use  of  such 
words,  payrolls,  payroll  distribution  sheets,  checks,  and 
cash  slips  will  be  completely  studied  before  the  work  on  the 
budget  has  begun. 

B.  A careful  study  of  illustrations  51,  52,  53,  and  54  will  be 
made , 

C.  The  writing  of  abbreviations  on  all  outgoing  mail. 

D.  Write  the  two  letters  given  in  Budget  XXXII. 

E.  Supplementary  drills  will  be  taken  from  the  Speed  Drills. 

P.  Fifteen  minute  speed  tests  will  be  given  one  day  out  of 
each  week;  these  tests  will  be  given  from  the  speed  tests 
sent  out  by  the  Underwood,  Remington,  Royal,  and  L.  C.  Smith 
Typewriting  Companies. 

III.  PROBLEMS  TO  BE  SET  UP 

Problem  I.  Parts  of  the  Letter. 

A.  A complete  study  of  the  various  kinds  of  arrangement 
of  the  parts  of  the  business  letter. 


. 


do 


? jir.v.:  • :: J7’  ..  i . r 'ir  — - 


8MT.A  TIVtT  .1 


..  e on  tcjycf  orf't  to  waJtv 


. rri  si 


* : Vi:  ••  c;  .-oe  ' to  :«Omq  Tty 


•' t ‘1c  ybcT'  ’an  v’oxvoi  a 
• : : 


.).  r "• 


p f ->r:leu  l sxrc  Ci/; 

5.:T  Oiv  l"*  bffij  •?  3*IJJ  :.tl  “V  ' il  iT'.v 


' ' . 


iO  A .0 

' ■ 


by;  i o ,v;t;  ;i  *ri  i;  . Cf 


. Xvo'Xtitfi 


■ ) i 

, bo Jqoo  ei  cO  i sin  I 


rloii  r:T-.fxo  •»  1")  osjj  eril  ':>nx  l^ow  ArtioxviP'  to  yaw  foonoo  sri?  .’I 


:m  inyVoff  j.:  rii 


i •' 


( ;1  , . ;■  ' s ■ 


' Lonyeg  .xLonyaq  4 'to  ifionr- yo ?i*to  taernoc;  ■ T'  ,C 
•v  . ■ . v ■ -rfo  • ■'  . . . yy:  ■ m . , . • 


amot  ed3  ri  t r v std^dX  • • : • 


ta  : X M . J • f ' iO 


AM  3HO  . .II 


,£•?  to  -x",  , saoiT  'i‘ vr>t<S(‘ '■  i / to  nood’o^XIco  A .A 

, ' ; .'/■  O ; 1 • 1 • ’ •.  i 

, ri  o-ry.Bq 

■ yi  ■ ■ • : ; - ■ 

* ' .i.  V V.' ' 


o ilxv  ;-C  b:ic  ,c  : , Sci 


BTCJt cx/IIl  to  yfuOe,  Ix/teiEO  A • H 


■ . • ■ ■ ' 
tlXXX  . n i fxarvXg  e‘tetd&L  owtf  edit  eftnff  .d 

. . ■ 1 ' 


: $ ■ ■ , ] 
I.'  ; ! • • 1 ; 

. 

, • ;.i.r:>qi'cD  't  : ■.  - q r'\ 


ciu  ic  ;m  or  son*!  .111 

• 9 lit  to  8 &*tM%  • I 


Xrjen^gnA't'ifi  to  cbnXM  bx/oX'ixjv  srli  to  yhuie  e-tolqnoo  A . 


. T' 


- ••  •:  : •’  i 


'Lf  to 


(62) 


B.  What  abbreviations,  figures,  and  punctuation  to  be 
made  in  the  business  letter  will  be  used. 

C.  A complete  check  on  the  correct  dividing  of  words  and 
the  use  of  words  will  be  made. 

PROBLEM  II.  Office  Practice. 

A.  A study  of  the  various  forms  of  business  paper  that 

are  used  in  the  business  office  such  as  payroll,  sheets, 
payroll  distribution  sheets,  cash  slips,  and  check. 

B.  Writing  the  outgoing  letter  and  the  incoming  letter 
using  the  reports  called  for  in. the  letter  and  making 
these  reports  in  the  correct  form. 
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UNIT  II— COMMUNICATIONS 

(Telegrams,  Cablegrams,  and  Letters  of  Confirmation) 

I.  UNIT  AIMS 

A.  The  uses  of  the  telegram  will  be  carefully  studied. 

The  correct  way  of  typing  a telegram  and  writing  two 
carbons  of  each  telegram  and  for  what  purpose  they 
are  used,  will  be  learned. 

B.  How  to  find  the  cost  of  a telegram  and  when  it  is  better 
to  use  a long  distance  telephone  instead  of  a telegram 
will  be  discussed, 

C.  Why  letters  of  confirmation  are  written,  to  whom  they 
are  written,  and  when  they  are  written,  will  be  studied. 

D.  A correct  arrangement  of  special  paragraphs  for  letters 
will  be  studied  at  this  time.  Answering  incoming  and 
outgoing  letters  with  telegrams  will  be  studied.  This 
gives  the  pupil  actual  practice  on  incoming  and  outgoing 
letters  as  he  would  have  in  a real  office. 

II.  C OREMMATER I AL 

A.  A collection  of  telegrams  and  cablegrams  will  be  made  and 
studied. 

B.  Letters  of  confirmation  will  be  studied  before  any  are 
written . 

C.  The  writing  of  the  letters,  both  outgoing  and  incoming, 
letters  of  confirmation,  and  telegrams,  will  be  written 
from  Budgets  XXXIII,  XXXIV,  and  XXXV. 

D.  Supplementary  drills  will  be  taken  from  the  Speed  Drills. 

E.  Fifteen  minute  speed  tests  will  be  given  one  day  out  of 
each  week;  these  tests  will  be  given  from  the  speed  test 
sheets  sent  out  by  the  Underwood,  Remington,  Royal,  and 
L.  C.  Smith  Companies. 

III.  PROBLEMS  TO  BE  SET  UP 

Problem  I.  Telegrams,  Cablegrams,  and  Letters  of  Confirmation. 

A,  The  meaning  of  the  word  "telegram'',  "cablegram",  and 
"Confirmation". 

B,  When  these  messages  are  sent,  and  why  they  are  sent. 

C,  Using  forms  for  the  telegrams  and  letter  heads  for  the 
letters,  write  Budgets  XXXIII  and  XXXIV. 
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Problem  II.  Special  Paragraphs 

A.  What  information  should  be  given  in  a special 

paragraph?  The  forms  for  writing  these  paragraphs  will 
be  given  in  Budget  XXXIV.  Use  dates  mentioned  in  the 
forms.  This  gives  the  pupil  practical  experience  in 
the  handling  of  relative  office  correspondence. 
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' UNIT  III— STENCILS  [ 

\ i 

I.  UNIT  AIMS  • / 

A.  To 'give  the  •'■student -actual -practice  in  writing  a atencll. 
for  the  purpose  of  sending  out  duplicate  .letters, 

B.  The  preparation  of  the  typewriter  for  cutting'  a stencil  , 
the  correct  placing  of  the  stencil  in  the  machine,  the 
balancing  of  the  typewritten  page  on  the  stencil,  strik- 
ing the  keys  harder  than  ordinary  writing,  and  the  runn- 
ing off  of  the  copies  from  the  m|meograph. 

» 

C.  How  to  use  the  mimeograph  and  how  to  clean  and  protect 
the  mimeograph  will  be  one  of  the  chief  aims  of  this  unit. 

D.  Pilling  in  date,  insidp  address  and  salutation  of  the 
letters  run  from  the  mimeograph,  notice  that  the  ribbon 
on  the  machine  is  the  same  tint  as  the  copies  from  the 
mimeograph, 

II.  CORE  MATERIAL 

A.  A thorough  cleaning  and  oiling  of  the  typewriter  and 
examination  and  study  of  a stencil.  Each  pupil  will  cut 
a stencil  which  will  be  a business  letter. 

B.  Pilling  in  date,  inside  address,  and  salutation  of  these 
letters . 

C.  Special  attention  will  be  given  to  the  correct  balancing 
of  the  letter  on  the  page.  Special  emphasis  will  be 
given  to  the  accuracy  of  writing. 

D.  Supplementary  drills  will  be  taken  from  the  Speed  Drills, 

E.  Fifteen  minute  speed  tests  will  be  given  one  day  out  of 
each  week,  these  tests  will  be  given  from  the  speed  tests 
sheets  sent  out  by  the  Underwood,  Remington,  Royal,  and 
L.  C,  Smith  Typewriting  Companies. 

III.  PROBLEMS  TO  BE  SET  UP 

I.  Stencils 

A.  Follow  a procedure  that  will  accomplish  the  aims  of 
this  unit . 

B.  Use  the  materials  mentioned  under  the  title  of 
"Core  Material". 

C.  Each  pupil  cuts  the  stencil  using  letter  and  address 
given  in  Budget  XXXVI. 
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UNIT  IV—  INVOICES 


I.  UNIT  AIMS 

A.  The  meaning  and  understanding  of  what  invoices  really  are. 

B.  The  writing  of  two  carbon  copies  or  in  triplicate  form 
will  be  practiced  in  writing  all  invoices. 

C.  The  ability  to  handle  invoices  and  at  the  same  time  handle 
the  incoming  and  outgoing  letters  that  may  accompany  the 
invoice, 

D.  The  use  of  window  envelopes  will  be  carefully  studied.  The 
use  of  these  envelopes  In  sending  out  invoices  and  monthly 
statements  using  the  letters  memeographed  in  Unit  III. 

II.  CORE  MATERIAL 

A,  Studying  invoices  received  from  various  companies, 

B,  Writing  the  invoices  given  in  Budgets  XXXVII  and  XXXVIII. 

C,  When  possible,  forms  of  invoices  should  be  used,  but  when 
it  is  not  possible,  pupils  will  made  their  invoices  from 

the  illustration  given  on  Page  152  of  the  manual, 

D , Write  the  invoices  and  letters  found  In  Budget  XXXVIII  and 
get  them  ready  for  mailing,  using  window  envelopes. 

E,  Special  attention  will  be  given  to  the  folding  of  the  in- 
voices and  letters,  and  placing  the  letter  back  of  the  in- 
voice , 

P,  Supplementary  drills  will  be  taken  from  the  Speed  Drills. 

G.  Fifteen  minute  speed  tests  will  be  given  one  day  out  of 
each  week.  These  tests  will  be  given  from  the  speed  test 
sheets  sent  out  by  the  Underwood,  Remington,  Royal,  and 
L.  C,  Smith  Typewriting  Companies, 

III.  PROBLEMS  TO  BE  SET  UP 

Problem  I.  Invoices 

A.  Studying  the  Invoice  given  in  the  manual. 

B.  B.  Copying  the  invoice  given  in  illustration  56  of  the 
manual , 

C.  Writing  two  carbon  copies  of  each  invoice, 

D.  Writing  the  incoming  letters  and  the  outgoing  letters, 
and  inclosing  the  invoices  with  them  of  Bxidget  XXXVII. 

Problem  II,  Window  Envelopes 
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A.  When  window  envelopes  are  used  and  why.  The  correct 
folding  of  the  letter  and  invoice  to  be  placed  in  the 
window  envelope. 

B.  Writing  the  invoices  given  in  Budget  XXXVIII,  and  using 
the  letters  memeographed  from  Budget  XXXVI  with  those 
invoices . 

C.  A careful  check  will  be  made  on  the  correct  filling  out 
of  the  invoice,  folding  of  the  invoice  and  letter,  and 
the  placing  of  them  in  the  envelopes  correctly. 
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UNIT  V— COMMERCIAL  PAPER 


I.  UNIT  AIMS 

A.  A. review  of  the  use  of  invoices,  the  writing  of  stencils, 
various  kinds  of  communication,  of  the  business  lettrer  with 
other  office  work  and  their ■ relation  with  the  various  com- 
mercial papers  u^ed  in  the  business  office. 

B.  Their  understanding  and  writing  of  principals  of  writing, 
commercial  drafts,  and  bank  drafts, 

. _C . Writing  outgoing  and  incoming  letters  using  forms  needed 
' with  the-se  letters. 

. • 

D.  Writing  statement  of  accounts  and  credit  memorandums. 

E.  Each  commercial  paper  used  in  this  unit  will  also  be  used 
with  either  outgoing  or  incoming  letters . 

II.  CORE  MATERIAL 

A.  A collection  of  all  commercial  papers  that  will  be  possible 
for  both  students  and  teacher,  and  a careful  study  of  these 
papers . 

B.  Writing  Budgets  XXXIX,  XL,  and  XLI . 

C.  If  various  forms  of  commercial  papers  needed  In  these  Budgets 
are  not  available  these  pupils  make  the  forms  themselves. 

D.  Supplementary  drills  will  be  taken  from  the  Speed  Drills. 

E.  Fifteen  minute  speed  tests  will  be  given  one  day  out  of  each 
week;  these  tests  will  be  given  from  the  speed  tests  sent 
out  by  the  Underwood,  Remington,  L.  C.  Smith,  and  Royal 
Typewriting  Companies. 

III.  PROBLEMS  TO  BE  SET  UP 

Problem  I.  Bills  of  lading,  commercial  drafts,  and  bank  drafts. 

A,  A careful  study  of  the  meaning  of  these  papers  used  in 
inter-state  commerce  commission. 

B.  The  writing  of  carbon  copies  of  these  commercial  papers 
and  why  carbons  of  writing  are,  for  what  purposes  they 
are  used. 

C.  Write  Budget  XXXIX. 

D.  The  correct  folding  of  letters  when  money  is  inclosed. 
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Problem  II.  A statement  and  credit  memorandum. 

A.  The  purposes  of  the  statement  of  account  and  who  sent 
these  statements  out,  and  to  whom  they  are  sent. 

B.  What  a credit  memorandum  is  and  when  it  is  used. 

C.  Including  a statement  of  accoutn  folded  for  mailing  in 
window  envelopes  and  itemized  statement  and  credit  mem- 
orandum may  be  inclosed. 

D.  Writing  Budget  XL  and  XLI,  making  a careful  check  on  the 
accuracy  of  the  work  done  in  writing  out  the  Budgets. 
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UNIT  VI— LEGAL  FORMS 

I.  UNIT  AIMS 

A.  An  understanding  of  the  use  of  legal  forms  and  the  importance 
of  accuracy 'in  writing  all  legal  forms,'  All  legal  documents 
are  written  on  legal  paper  8-2~xl3  inches,  marginal  stops  10  anc! 
70,  Begin  nine  double  spaces  from  the  top- of  the  sheet,  make 
the  bottom  margin  as  wide  as  at  the  left,  and  the  last  page 
should  be  numbered  with  the  words  "and  last". 

B.  The  arrangment  of  the  title  and  endoresement  of  legal  docu- 
ment with  the  folding  of  the  documents  will  be  carefully 
studied . 

C.  The  binding  of  the  Budgets  completed  in  attractive  form  will 
be  one  of  the  aims  of  the  unit,  since  the  pupils  will  strive 
to  have  their  work  in  good  form  before  they  attempt  to  bind  it 

D.  Why,  where,  and  how  the  word  "SEAL"  should  be  written. 

I.  CORE  MATERIAL 

A.  A collection  of  all  of  the  legal  forms  possible  will  be  made, 
the  student  will  have  an  opportunity  to  collect  agency  contracts, 
leases,  building  specifications,  building  contracts,  abstracted 
titles,  and  deeds. 

B. .  Study  each  illustration  given  in  the  manual  and  use  them  as 

models  since  they  are  correctly  arranged. 

C.  Writing  of  Budgets  XLI,  XLII,  XLIII,  XLIV,  XL!,  XLVI,  and  XLVII . 

D.  A careful  check  will  be  made  on  the  correct  arrangement,  accuracy 
and  binding  of  all  of  these  legal  documents, 

E.  Supplementary  drills  will  be  taken  from  the  Speed  Drills, 

F.  Fifteen  minute  speed  tests  will  be  given  one  day  out  of  each 
week;  these  tests  will  be  given  from  the  speed  tests  sent  out 
from  the  Underwood,  Royal,  Remington,  and  L.  C.  Smith  Companies. 

II.  PROBLEMS  TO  BE  SET  UP 
Problem  I,  Legal  Forms 

A.  Arrangement  of  the  title  page,  and  endorsement  for  Legal 
documents . 

B.  Knowledge  of  the  working  plan  for  writing  all  legal  docu- 
ments . 

C.  How  legal  documents  are  folded,  endorsed,  and  bound. 

D.  Writing  agency  contracts  found  in  Budget  XLI. 
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Problem 

A. 


B. 


C. 


D. 


E. 


F . 


Problem 


A. 


B. 


G. 


D. 


TP 
ill  • 

Problem 


A. 


B. 


II.  Lease 

"What  is  a lease? 

How  a lease  is  arranged. 

How  to  type  the  lease  from  the  legal  form. 

Use  the  underscore  and  diagonal  as  a means  to  denote 
inserted  expressions. 

A study  of  a lease  in  illustration  Humber  64. 

Write  Budget  XLII. 

III.  Building  Specifications. 

7/hat  a building  specification  is  and  for  ¥/hat  purpose 
it  is  used. 

How  to  center  the  headings  and  sub-heads  of  a building 
specifications,  how  headings  may  be  arranged,  how  to 
prepare  index,  and  how  to  show  italics. 

Why  it  is  necessary  to  include  a building  contract 
with  a building  specification  and  how  they  are  arranged, 
and  why  a seal  on  these  are  really  necessary. 

Wh y a building  specification  and  building  contract 
should  include  articles  of  agreement. 

Write  Budgets  XLII I,  XLIV,  XLV,  and  XLVI. 

IV.  Abstracted  Titles 

7/hat  an  abstracted  title  is,  when  an  abstracted  title  is 
given,  v/hy  it  is  given,  to  whom  it  is  given,  and  how 
they  are  arranged. 

Write  the  incoming  letters  and  outgoing  letters  and 
abstract  titles  in  Budget  XLVI I. 


Problem  V.  Deed 

A.  The  meaning  of  the  word  5,DEED",  why  it  is  signed,  sealed 
and  must  be  delivered. 

B.  Who  signs  the  deed  and  on  what  agreements  a deed  is 
passed;  write  the  incoming  letters,  the  deed,  and 
outgoing  letters  of  Budget  XLVIII. 
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UNIT  VII— AGREEMENTS 


1.  Unit  Aims 

a.  A review  of  invoices,  commercial  papers,  legal  terms, 
and  their  relation  with  agreements. 

b.  The  meaning  of  the  words  mortgages,  wills,  quitclaims, 
deeds,  financial  statements,  articles  of  partnership, 
contracts  including  a bill  of  sale  and  contracts  of 
statement  of  amounts  due  from  trade  debitors. 

c.  A collection  of  forms  with  illustrations  from  the 
manuel  will  be  studied. 

d.  The  handling  of  outgoing  and  incoming  letters  with 
these  agreements  will  be  used. 

e.  A brief  study  of  la?;  in  connection  with  these  agree- 
ments will  be  both  beneficial  and  interesting  in  work- 
ing out  these  budgets. 


II.  Core  Material 

a.  Collection  of  all  of  these  agreements  mentioned  in 
the  aims  of  this  unit  will  be  made. 

b.  A careful  study  in  the  manual  of  Budgets  XLIX  to  LV. 

C.  Write  Budgets  LXIV  to  LV. 

D.  SuppMmentary  drills  will  be  taken  from  the  speed 
drills. 

e.  Fifteen  minute  speed  tests  will  be  given  one  day  out 
of  each  week;  these  tests  will  be  given  from  the  speed 
tests  sent  out  by  the  Underwood,  Remington,  Royal,  and 
L.  C.  Smith  Typewriter  Companies. 

III.  Problems  to  be  Set  up. 

Problem  I. — Mortgages 

a.  What  a mortgage  is,  and  for  what  purpose  it  is 
used. 

b.  An  understanding  of  when  a mortgage  may  be  given, 
d.  A careful  study  of  the  legal  forms  of  a mortgage, 
d.  Trite  budget  XLIX. 

Problem  II. — Wills 

a.  What  a will  is,  and  for  what  purpose  the  will  is  used. 

b.  ’.That  a quitclaim  is,  and  when  it  is  used,  and  what 
relation  it  has  with  the  will. 

Problem  III. — Financial  Statements 

a.  What  a financial  statement  is,  and  what  its  relation 
and  use  is,  whena  a mortgage  may  be  given. 

b.  A careful  study  of  a semi-personal  business  letter 
found  in  illustration  66,  and  how  it  is  used  with 
financial  statements. 

c.  Write  the  outgoing  and  incoming  letters,  balance 
sheet,  statement  of  Profit  and  Loss,  found  in 
Budget  LI. 
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problem  W.— Artlcies  of  Partnership 

' Pora^leaSco°rfpLara^^?hlP  “*  and  thalr 

* Bud&et  LI  I,  which  includes  a semi-personal 

oo^pSitioS?Py  0f  the  balance  sheet>  and'articles  of 

Problem  V.--B111  of  Sale 

*'  contract/11  °f  Sale  is  and  how  « is  used  with  a 
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UNIT  VII--COURT  PRACTICE 


I.  Unit  Aims  " 

- > 

a.  A reviev/ing  of  legal  forms  and  agreements. 

1.  How  legal  -forms  and  agreements  are  related  to  Court 
practice. 

c.  The  meaning  and  understanding  of  an  affadavit  of  plan, 
an  affadavit  of  defense,  court  testimony,  and  notice  of 
stock  holders  meetings,  a proxy,  and  a power  of  attorney. 

d.  A careful  study  of  the  arrangement  of  these  court 
practice  forms. 

e.  The  various  law  offices  of.  the  city  will  he  glad  to 
furnish  any  of  these  forms  for  class  instruction,  also 
the  illustrations  in  the  manual  will  he-  used  in  working 
out  the  Budgets  in  this  unit. 

II.  Eor  Material 

a.  A careful  study  of  the  forms  collected  from  the  various 
law  offices  and  the  illustration  given  in  the  manual 
will  he  the  first  problem  of  this  unit, 
h.  A careful  check  will  he  made  by  giving  a written  test  to 
see  how  well  the  pupils  understand  these  forms. 

c.  This  unit  will  he  closely  related  to  the  course  offered 
in  Commercial  Law  and  a number  of  law  books  should  he 
used  as  reference  for  this  unit. 

d.  Fifteen  minute  speed  test  will  he  given  one  day  of  each 
week;  these  test  will  be  given  from  the  speed  tests 

sent  out  by  the  Underwood,  Royal,  Remington,  and  L.  Cl 
Smith  Typewriting  Companies. 

e.  This  unit  will  include  the  entire  of  Budgets  56,  57,  58, 
and  59 . 

III.  Problems  to  set  up. 

Problem  I.  When  an  affadavit  of  claim  is  used  and  that  it 
is  sworn  before  a Notery  Public  setting  forth  a legal 
claim  for  which  suit  is  to  be  instituted. 

a.  Write  outgoing  letters,  and  the  incoming  letters, 
and  the  affadavit  of  claim  found  in  Budget  LVI 
of  the  manual,  noting  especially  the  arrangement  of 
the  affadavit  of  claim. 

Problem  II.  When  an  affadavit  of  plan  is  used  and  that  it 
is  sworn  before  a Notery  Public  setting  forth  a legal 
claim  for  which  suit  is  to  be  instituted. 

A.  Write  outgoing  letters,  and  the  incoming  letters, 
and  the  affadavit  of  plan  found  in  Budget  LVI  of 
the  manual,  noting  especially  the  arrangement  of 
the  affadavit  of  plan. 

Problem  III.  Court  Testimony. 

a.  When  a testimony  is  used  and  what  relation  it 
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has  to  the  stenographer. 

b.  Write  the  Court  Testimony  found  in  Budget  LVIII, 
checking  for  the  arrangement  of  the  Judge  dis- 
missal of  the  case,  and  the  planning  of  the  de- 
fense of  the  testimony. 


Problem  IV.  Notice  of  Stockholders  meeting,  a Proxy,  and 
the  Power  of  Attorney. 

a.  Write  the  outgoing  letters,  the  incoming  letters, 
the  Proxy,  and  the  Power  of  Attorney  in  Budget 
LIX,  noting  the  arrangement  of  each,  and  in  what 
order  they  may  come,  remembering  that  a Proxy  is 
ordinarly  used  when  one  person  is  to  act  for 
another  with  the  title  of  property  being  transfered, 
and  the  Power  of  Attorney  often  given  one  the  right 
to  transfer  title  of  property  of  another. 
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UNIT  IX — SECRETARIAL  PROJECTS 


I.  UNIT  AIMS 

A.  An  introduction  of  all  of  the  work  that  a finished 
stenographer  should  now;  this  will  include  various 
forms  of  business  letters,  communications,  stencils, 
invoices,  commercial  papers,  legal  forms,  agreements, 
court  practice,  and  the  relation  of  each  of  these  to 
the  other, 

B.  The  use  of  postal  cards  in  the  office  and  for  what 
purposes  they  are  used. 

C.  The  cutting  of  a stencil  and  running  of  circular  nost 
cards. 

D.  The  typing  of  two-page  letters  from  rough  drafts  and 
typing  of  post  scripts. 

E.  The  ability  to  work  as  a substitute  stenographer  no- 
ticing the  work  previously  done  in  the  office  as  a re- 
ference to  the  form  for  each  thing  written  in  the  office. 

F.  The  writing  of  the  expense  analysis  sheet  will  be  in- 
cluded with  outgoing  letters  which  are  answers  of  the 
fnfcoming  letters  in  Budget  LXII. 

G.  A general  knowledge  and  understanding  of  how  to  correct 
errors,  receive  and  make  telephone  calls,  the  use  of 
the  different  parts  of  the  typewriter. 

H.  An  introduction  of  filing  and  a study  of  some  of  the 
short  set  of  by-laws. 

I.  The  writing  of  letters  which  will  require  the  initia- 
tive of  the  pupil.  This  nay  include  just  the  brief 
sketches  of  what  the  letter  is  about  and  they  will  be 
asked  to  finish  the  letter  in  correct  form  and  meaning. 

J.  The  ability  to  arrange  names  in  alphabetical  form 
quickly  and  accurately. 

K.  Writing  letter  from  pen-written  copies. 

II.  CORE  MATERIAL 

A.  A collection  of  various  kmmds  of  secretarial  work  done, 
thus  giving  the  pupil  an  idea  of  the  different  tiling 
required  of  a stenographer. 

B.  The  stenographer  must  keep  in  mind  that  she  may  be  a 
secretary,  bookkeeper , and  clerk  at  the  same  time, 
therefore  it  is  necessary  that  she  should  know  every- 
thing required  of  the  general  office. 

C.  Write  Budgets  L?  LI?  LII,  LIII,  LIV,  LY,  LVI,  and  LYII  c 


. ...  . . 


* 


/ ; 


77 


manual  giving  special  attention  to  the  general  work  required  of 
the  stenographer. 

D.  This  unit  is  really  the  finishing  the  work  introduced  in  the 
manual  therefore  a careful  check  should  be  made  of  the  work 
done  by  each  pupil. 

D.  Supplementary  drills  will  be  taken  from  the  Speed  Drills. 

F.  Fifteen  Minute  Speed  Teste  will  be  given  one  day  out  of  each 
week;  these  tests  will  be  given  from  the  speed  tests  sent  out 
by  the  Underwood,  Remington,  Royal,  and  L.  0.  Smith  Typewriting 
Companies. 

III.  Problems  to  be  set  up. 


Problem  I.  Post  cards 


A.  The  uses  of  postal  cards. 

B.  Government  postal  cards  are  3-J-x  5*.  A well-balanced 
message  on  the  card  should  be  noticed. 

0.  Stencils  and  circular  post  cards  are  used  in  various 
offices. 


D.  Special  instructions  will  be  given  on  the  stencil  cut 
for  running  circular  post  cards,  the  same  instruction 
will  be  given  for  stencils  as  for  circular  post  cards, 

E.  Witte  the  exdrcises  given  in  Budget  LX. 

Problem  II.  Two-page  Letters. 

A.  The  information  given  on  the  second  page  of  the  letter  should 
be  carefully  studied  and  checked. 

B.  Two-page  letters  are  typed  from  pen-written  copies  also  type 
the  two-page  letters  from  corrected  copfeesi  and  post-scripts. 

0»  Write  the  exercises  given  in  Budget  LXt  checking  for  accuracy, 
speed,  arrangement,  and  form. 


Problem  III.  Analysis  Sheet 

\ A.  The  ability  to  reoognize  material  to  be  tabulated  and  to 
arrange  in  an  attractive,  easily  read  form. 

3.  Write  the  incoming  and  outgoing  letters  and  expense  analysis 
sheet  in  Budget  LXII.  Check  for  accuracy,  speed,  and  car&' a 

Problem  IV.  Correcting  errors,  receiving  and  making  telephone  calls, 
and  the  use  of  the  different  parts  of  the  jippewriter. 

A.  Write  the  letters  in  this  Budget  paying  especial  attention 
carbon  copies,  folding  the  letters,  placement  of  letters  in 
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legal  envelopes,  the  use  of  the  parts  of  the  typewriter 
in  arranging  the  work,  place  carbons  in  an  attractive 
form  preparation  of  the  incoming  letters  to  be  read, 
placement  of  outgoing  letters  for  signature  and  writing 
of  original  letters  mentioned  in  the  manual. 

Problem  V.  Filing  and  a short  set  of  by-laws. 

A.  A general  introduction  of  how  to  file  using  the  letters 
written  in  previous  Budgets  to  file  for  practice. 

B.  Arranging  attractively  the  by-laws  in  Budget  LXIV. 

C.  Writing  the  letters  that  require  initiative  on  the  part 
of  the  pupil  in  Budget  LXV. 

D.  Writing  a tubulated  report  with  headings  and  sub-heading 
also  letters  typed  from  pen-written  copies  of  Budget  LXV 

E.  Writing  of  indexed  cards  for  the  list  given  on  Page  287 
of  the  manual  will  give  special  drill  in  filing. 
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UNIT  X — APPLICATIONS 


I.  UNIT  AIMS 

A.  The  importance  of  a well  arranged  application  should  be 
the  written  application  or  carefully  planned  personal 
application. 

B.  The  ability  to  answer  advertising  found  in  necessary 
papers . 

G.  A careful  study  of  the  application  should  continue. 

D.  Special  attention  be  given  to  an  attractive  arrangeme  nt  of 
the  letter  on  the  page. 

E.  The  letter  of  application  should  be  brief  and  at  the 
same  tine  contain  all  the  information  necessary  in  giving 
the  qualifications  of  the  applicant. 

F.  Avoid  using  old  phrases  commonly  found  in  typewriting 
manuals  and  secretarial  studies, 

G-.  Write  incoming  letters  1 and  2,  end  at  outgoing  letter  of 
Budget  LXVIII. 

TIL  CONE  MATERIAL 

A.  A collection  of  advertising  from  the  dated  paper  where 
advertising  for  stenographers  are  found. 

B.  Study  various  letters  of  application  that  are  found  in  . 

different  shorthand  books  and  typewriting  books. 

C.  Write  the  letters  in  Budget  LXVIII. 

D.  Experimental  drills  will  be  given  one  day  out  of  each  week 
these  tests  will  be  taken  from  the  speed,  tests  s ent  out 

by  the  Underwood,  Remington,  Royal,  and  L.  C.  Smith 
Typewriting  Companies. 

III.  PROBLEMS  TO  BE  SET  UP 

Problem  I.  Written  and  Person  Applications 

A.  Study  the  advertising  given  in  Budget  LXVIII. 

B.  The  importance  of  a well-written  application,  and 
also  the  importance  of  a personal  application  will 
be  carefully  studied. 

C.  A knowledge  of  the  position  that  can  be  obtained  at 
the  end  of  High  School  training  will  be  carefully 
studied.  Write  letters  found  in  Budget  LXVIII  OE 
the  manual. 
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Provisions  for  Individul  Differences 

Provisions  for  individual  differences  in  typing  III 
are  valued  with  the  ability  of  the  pupils.  For  the  pupil 
who  works  fast,  and  vfho  is  able  to  do  no  re  work,  may  be 
given  extra  copy  work  for  the  individual  departments  of  the 
school.  Such  copy  work  affords  practice  for  the  pupil  who 
works  faster  and  is  able  to  do  more  work.  For  the  pupils 
who  are  slow  and  who  are  not  able  to  work  as  fast  as  the 
others,  may  be  assigned  an  extra  laboratory  hour  for  extra 
practice,  or,  they  may  be  given  special  drills  to  bring  up 
their  speed  and  accuracy  rate. 

There  are  various  kinds  of  drills  to  aid  the  slow 
pupil.  The  speed  drills,  which  were  issued  by  this  depart- 
ment, will  furnish  excellent  drill  work  for  both  the  slow 
pupil  and  the  fast  pupil.  The  requirement  of  this  course 
is  the  completion  of  budget  13  to  31  inclusive,  and  running 
at  a speed  rate  of  fourty  words  per  minute,  writing  fifteen 
minutes.  Therefore,  the  requirements  for  both  the  slow 
pupils  and' the  fast  pupils  are  the  same  but  the  attainment 
may  be  different. 

Me a s ur ing  Ac hi e veme nt 

The  method  of  crediting  budget  work  done  in  this 
course  is  as  follows: 

Each  exercise  in  the  budget  has  a point  value  and 
the  pupil  is  given  full  value  if  the  work  is  handed  in 
on  time,  gets  a bonus  if  the  work  is  done  early,  and  is 
penalized  if  the  work  is  done  late.  A paper  having  no 
errors  is  an  A paper,  one  error,  B paper,  two  errors, 

C paper,  three  errors,  D paper,  and  more  than  three  errors 
is  an  F paper.  After  these  papers  have  been  valued  the 
total  value  of  the  budget  is  found  from  these  figures. 

If  the  budget  does  not  meet  the  requirements  for  a 
grade,  the  work  may  be  returned  and  asked  to  be  rewritten. 
The  work  of  all  the  typing  courses  is  done  on  the  contract 
plan. 
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GENERAL  INTRODUCTION 


This  course  is  intended  for  the  polishing  for 
all  of  the  work  done  in  the  three  previous  semesters. 

The  extensive  use  of  typing  and  typewritten  forms  as 
the  result  of  the  growth  and  diversity  of  business 
enterprises,  makes  it  essential  that  the  syllabus  in- 
clude a more  advanced  type  of  work  than  has  hitherto 
been  necessary.  The  practical  application  of  working 
out  a variety  of  problems  is  considered  as  essential 
in  the  typist’s  training  as  in  the  acquisition  of 
operating  skill.  The  teacher  will  note  that  practically 
every  form  of  typewritten  copy  with  which  the  student 
will  have  to  deal  is  discussed  and  illustrated  and  that 
practical  problems  are  presented  which  will  develop  the 
subject . 

To  meet  the  syllabus  requirements  of  many  cities 
and  also  to  furnish  a more  complete  training  for  stu- 
dents who  have  merely  completed  the  keyboard  technique 
the  subject  of  business  correspondence,  from  the  type- 
writing point  of  view,  is  treated  comprehensively. 
Telegraphic  communications  and  government  departmental 
correspondence  are  also  fully  treated  and  problems  pro- 
vided which  v/ ill  develop  and  test  the  students  know- 
ledge of  these  subjects. 

Reports,  manuscripts,  and  other  literary  matter 
contribute  to  the  genuine  art  of  advanced  typewrit- 
ing. Other  subjects  such  as  tables,  statistics,  bills, 
invoices,  statements  related  to  office  practice,  and 
legal  documents  contribute  much  to  the  finished  re- 
quirements needed  for  the  expert  typist. 

The  finishing  up  of  this  course  will  be  the  prac- 
tice of  various  speed  drills  for  the  purpose  of  de- 
veloping a higher  rate  of  speed  for  pupils  of  Typing 
IV.  The  requirement  of  this  course  will  be  a speed 
rate  of  fifty  words  per  minute  for  writing  fifteen 
minutes.  Speed  and  accuracy  will  be  stressed  the 
same  T yping  IV,  as  will  be  in  Typing  I,  II,  and  III. 
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SPECIFIC  OBJECTIVES 

1.  To  continue  to  increase  speed  and  accuracy  in 
the  manipulation  of  the  typewriter* 

2.  To  emphasise  attractive  form  of  typed  material. 

3.  To  master  business  forms  and  letters* 

4.  To  develop  an  ability  to  apply  the  principles 
involved  in  new  matter* 

5.  To  develop  an  artistic  sense  of  arrangement  and 
an  appreciation  of  the  beauty  of  a typewritten 
page. 

6.  To  teach  the  use  of  carbons  and  the  different 
methods  of  filing  them. 

7.  To  develop  concentration  and  speed  in  typewritten 
work . 

8.  To  aid  the  pupils  in  becoming  skilled,  efficient, 
operators  of  their  machines. 

1.  By  constantly  correcting  improper  finger- 
ing or  posture. 

2.  By  stressing  proper  manipulation  even  in 
the  detailed  points  of  operation. 

9.  To  further  develop  in  the  pupil  a desire  to  assume 
responsibility  for  a piece  of  work  and  to  answer 
for  its  accuracy. 

10.  To  study  the  uses  of  the  eight  parts  of  speech. 

11.  To  study  the  arrangement  and  care  of  departmental 
correspondence . 

12.  To  learn  the  use  of  reports,  manuscripts,  and 
other  literary  matter.  Tabulated  forms  of 
tables  and  statistical  matter.  To  learn  the 
proper  writing  of  bills,  invoices,  statements. 

13.  To  learn  the  proper  handling  of  related  office 
practice . 
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14.  Emphasize  the  particular  importance  of  accuracy  in 
typewriting  legal  papers. 

a)  Require  all  the  pages  of  one  document  to  be 

typewritten  in  the  same  style,  if  the  first 
page  is  double  spaced,  the  others  should 

also  be  double  spaced. 

b)  Do  not  over  emphasize  the  typing  of  legal 

papers.  The  typing  of  a few  of  the  com- 
mon forms  is  useful  to  all  pupils.  Ad- 

ditional practice  on  usual  business  forms 
will  be  more  helpful  to  the  majority  in 
the  class. 

15.  Provide  copy  for  business  forms  commonly  type- 
written. 

16.  Teach  the  pupils  to  place  a second  card  or 
envelope  behind  the  platen  before  withdraw- 
ing the  finished  one.  In  this  way  the  second 
card  will  be  brought  into  position  automati- 
cally by  the  turn  that  removes  the  first. 

a)  Assign  the  typewriting  of  cards,  list  of 
names  and  other  office  typing  for  the 
school  office. 

b)  Filling  in  the  names  and  address  in  form 
letters  furnishes  good  practice  for  this 
work;  requires  attention  to  details  of 
arrangement,  placing,  and  obtaining  a 
similarity  in  inking  by  using  a lighter 
or  heavier  touch. 

17.  Assign  all  contributions  for  the  school  paper 
as  a regular  exercise  in  rough  draft, 

a)  To  teach  the  pupils  how  to  make  the 
exclamation  point,  the  division  sign, 
and  equal  sign. 

b)  The  quotation  marks  are  also  used  to 
indicate  ditto,  inches,  and  seconds. 

c)  The  apostrophe  is  used  to  mark  a quo- 
tation within  a quotation,  and  to  in- 
dicate feet  from  minutes. 

d)  The  diagonal  is  used  in  typing^fractions 
not  on  the  keyboard,  also  in  c^o,  and  <jL. 

The  diagonal  and  underliner  make  the  caret 
used  in  typewriting  thus: 

e)  Show  how  the  variable  line  spacer  makes 
possible  the  making  of  degree  seen  in  4J5 
degrees  and  in  the  chemical  formular,  H20. 

f)  Roman  numerals  consist  of  the  capital  letters 
I.  V.  X.  L.  C.  D.  M. 


al  yoBurooB  ■ i&luolSiaq  o rid  eslea 

dnenii/oob  ono  lo  8$3oq  >fld  . ■ ••  ( 

MjJOrfa  anodd  odd-,&eoaqa  jld  i . 

■ . 

islaarfqnie  'iovo  den  od  ( cf 
idT  • eioqaq 

. i • . t -•  ■ ■ 

’ Jfl 

njt  ,v:di:,io{;i3m  ocll  ol  fxrlqlod 

• o 2 a f o add 

-oq^d  Tflnoinrrroo  emaol  ?a  nJtajJd  not  ^qoo  6blvori{} 

.nodd  lTw 

. "o-  v'.t /.-•  r>  i '■  . r , ' ■ ; I ;*  ; *;•  ! ;vv>  ; 

- I dale 

i . : I 

-Jt  darned  • noXdJteoq  odn£  trt^uond  od  XXlw  Jbrwo 

i urd  odd  vd 

1o  de'  , t 

■ ,f  ; iii.  anlq^d  o j io  nedd 

. - oxllo  lood^i. 

. ' 3 : ■ l ■ 

si  [d  col  aold  obi  £>< 

t :i  ?n  •;  r J.(  Jj ' :>•,  ; :'  r v 

; ’ •'  i ■ ri  •)  ' 'V  • uv 

■ ' • l.  } •»  f 

• lorded  v-  Xvaori  no 

naq^q  Xoodoaorfd  -u 

*d 

odd  a>kun  od  v/od  ellqrjq  arid  a?  3d  oT  (a 
,ngie  aoXeXvXft  odd  ,dnioq  nc  idr.,a:. 

• rnjJta  Xaxrpo  bn>; 

od  boair  oelB  ( 

..  ■ ■ : . . 

- 

-nl  od  baa  tncid£tdojjp  n /sjrddiw  no t j; 

■ . ■ . ■ ' . 

• Ii3  ( 

baa  . 

donoo  odd  a i«a!X  ban  bno  l&ctos&ib  oriT 

■ \ : 

Sif!  ■ ■ ' I (l 

noe  odd 

• *03H  rosXidnnol  XfioJba9do  odd  nXbino  c? 

•toddoX  Xadlqoo  odd  lo  • . • 

• m .a  .a  .j  .:c  .v  .i 


(84) 


t 


* 


19.  While  some  dictation  work  was  given  in  previous 
terms  to  attain  class  unison,  this  dictation  is 
to  enable  the  pupil  to  meet  a speed  emergency 

in  business.  He  will  become  accustomed  to  type- 
writing a letter  well  arranged,  correctly  pun- 
ctuated, and  with  no  errors  in  spelling. 

This  practice  will  prepare  the  way  for  pupils 
who  do  not  have  shorthand  and  if  dictaphone  is 
available,  use  it. 

20.  Explain  the  use  of  stencils  for  making  a large 
number  of  copies  rapidly. 

21.  Teach  the  kinds  of  stencils:  Wax,  Dermotype, 

and  specials;  also  the  correct  methods  of  us- 
ing each. 

22.  Demonstrate  setting  the  typewriter  for  stencil 
cutting. 

a)  Give  directions  for  typing  the  stencil 
in  regard  to  margins  striking  the  open 
letters  like  I lightly,  the  m and  w more 
heavily,  the  others  evenly. 

b)  Give  directions  for  typing  the  stencil 
on  the  mimeograph,  making  the  copies, 
and  using  the  automatic  counting  device. 

c)  When  possible,  cut  stencils  of  bulletins, 
notices,  and  circular  letters  for  the  school 
office.  Then  you  have  vitalized  the  work 
and  given  the  pupil  a motivation  for  his 
best  efforts. 

23.  Emphasize  the  waste  of  time  caused  by  the  process 
of  erasing.  Twenty  or  more  words  can  be  written 

in  the  time  it  takes  to  make  an  erasure,  especially 
when  a number  of  carbons  are  being  made. 

a)  Teach  the  correct  method  of  erasing  when 
an  erasure  is  necessary.  Require  that 
it  be  neat  and  inconspicuous. 

Require  the  same  standards  for  an  erasure 
on  a carbon  copy. 
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24.  To  learn  how  to  typewrite  from  rough  draft. 

25.  To  increase  definitely  the  speed  in  typewriting. 

26.  To  learn  the  procedure  in  preparing  typewritten 
material  for  the  mail. 

27.  To  learn  and  to  attain  the  standards  demanded 
in  the  business  world  today. 

28.  To  learn  and  to  develop  personal  traits  desir- 
able in  the  business  office. 

29.  To  discover  the  kind  of  positions  open  to  skill- 
ed typists. 
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GUIDING  PRINCIPLES 

1.  Point  of  View- -Fundamental  Considerations,  re- 
cent trends,  etc. 

A.  Office  work  can  be  checked  and  the  pupil 

credited  with  it  as  he  is  with  daily  work. 
The  pupil’s  knowledge  that  his  work  is  go- 
ing out  of  the  classroom  will  aid  him  in 
developing  responsibility  through  the 
realization  that  he  must  send  out  the  best 
of  which  he  is  capable.  For  the  work  that 
is  to  go  out  into  the  school  set  up  this 
ideal:  ,!Here  is  a piece  of  work.  You  are 

to  do  it  to  the  best  of  your  ability  and 
when  you  hand  it  in,  it  should  be  correct." 

B.  Systematic  handling  of  this  work  relieves 
the  secretaries,  the  librarians,  and  the 
teachers,  of  work  which  to  them  is  mec- 
hanical. It  leaves  them  more  time  for 
class  and  research  work. 

C.  The  teacher’s  time  in  the  office  work 
should  be  given  to  guidance  and  advice 
on  matters  of  arrangement,  form,  neat- 
ness, and  other  things  of  like  character. 

The  work  for  each  week  should  be  carefully 
planned  to  meet  some  definite  aim  and  the 
major  part  of  the  material  given  should 

be  so  chosen.  If  the  unit  to  be  studied 
is  alphabetizing,  the  exercises  provided 
should  be  mainly  for  that  purpose.  Enough 
variety  should  be  v/orked  into  each  week  to 
keep  the  pupil  from  finding  the  v/ork  mono- 
tonous. Many  use  a system  that  calls  for 
three  days  work  from  a text  chosen  to  de- 
velop the  principle  in  mind,  and  two  days 
for  office  or  school  work  and  competitive 
tests . 

D.  Two  ways  are  used  to  free  the  teachers  from 
paper  checking.  One  is  to  have  pupil  assis- 
tants. The  other  is  to  develop  in  the  class 
the  idea  that  making  an  error  is  not  so  im- 
portant as  not  finding  it  and  setting  before 
the  class  the  standards  by  which  work  is  to 
be  judged  and  asking  them  to  do  the  judging. 
Pupils  may  correct  their  own  paper  one  day 
and  have  different  neighboring  pupils  check 
them  the  other  days  of  the  week.  This  pro- 
vides all  the  benefits  of  other  checking 
methods  and  allows  the  teacher  who  can  de- 
velop ideals  to  aid  materially  in  pupil 
growth  in  them. 
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METHODS 


Mimeographing  is  one  of  the  best  means  of 
teaching  accuracy  and  neatness,  and  of  develop- 
ing pride  arid  responsibility  in  an  assigned  task* 

This  course  is  done  in  projects*  Each  pro- 
ject is  given  a value  and  a time  to  be  written. 

In  order  to  give  the  course  flexibility  in  handl- 
ing, the  project  will  number  consecutively  through- 
out. This  makes  it  possible  to  complete  the  en- 
tire book  as  one  undertaking,  the  number  of  pro- 
jects simply  being  units  of  the  whole*  Each  part 
is  introduced  by  a description  of  the  subject 
matter  so  that  the  student  may  be  able  to  pro- 
ceed with  his  work  indefinitely  in  the  customary 
way  of  handling  in  such  a way  as  to  assign  these 
instructions  to  be  studied.  The  result  will  not 
always  be  what  is  expected  or  desired.  No  matter 
how  carefully  a description  may  be  written  it  is 
likely  to  be  misunderstood  by  the  student,  es- 
pecially when  such  description  relate  to  things 
about  which  they  know  nothing. 

It  would  seem  better  for  the  teacher  to  take 
up  these  factors  one  by  one  and  to  demonstrate 
and  amplify  them  if  necessary.  But  whatever  method 
is  used  in  dealing  with  them,  students  should  ac- 
quire this  necessary  knowledge.  Some  students  who 
have  reached  this  stage  in  their  typewriting  de- 
velopment will  practice  straight-way  copying  that 
may  be  assigned  as  straight  copy  projects  and  re- 
viewed afterwards,  in  order  to  learn  whether  or 
not  the  essential  facts  have  been  stressed. 

Since  the  course  is  a daily  continuation  of 
facts  of  the  proceeding  three  semesters,  the  same 
methods  are  used.  One  period  each  week  is  given 
to  speed  work.  On  days  when  speed  work  is  given, 
the  student  is  allowed  to  try  for  awards  for  the 
Underwood,  L.  C.  Smith,  Remington,  and  Royal  type- 
writers. The  courses  given  in  connection  with  the 
training  courses  will  have  much  practice  which  will 
be  done  on  the  general  proceedure  of  the  office. 
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Mimeograph  operator  and  Stencil  Cutter--Typist  ofan  Address 
Plate  for  Addresser  Press --Envelope  Addresser.  The  following 
:ive  positions  which  call  for  skill  in  typewriting  and  add-* 
tional  preparation:  E.  G.  expert  typing  speed  demonstrator, 

•^acher  of  typewriting.  Call  attention  to  the  varying  degrees 
.i  skill,  care,  intelligence,  educational  background,  accuracy, 
and  speed  required  and  the  correspondent  difference  in  com- 
pensation. In  this  connection,  point  out  the  relationship 
between  the  ability  to  shoulder  responsibility  and  salary. 
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SUGGESTED  PROCEDURE 


A.  Explain  the  need  for  forming  expedition  habits 
in  preparing  typewritten  material  for  the  mail. 
Teach  the  pupils  to  address  an  envelope  of  app- 
ropriate size  for  the  matter  to  be  mailed  imme- 
diately after  it  is  typed.  Then  to  attach  inclosures, 
insert  the  top  under  the  flap  of  the  envelope,  place 
in  a wire  basket  or  on  the  desk  until  all  are  ready. 

If  the  inclosure  consists  of  an  advertisement  folder 
that  is  to  be  added  after  the  folding  process,  to 

all  letters,  it  is  not  to  be  attached  at  this  time. 

All  folding  and  inserting  should  be  done  at  one 
time,  then  the  sealing,  and  finally  the  stamping. 

Teach  the  correct  method  of  doing  each  of  the  pro- 
cesses, if  the  pupil  has  not  had  office  practice 
and  does  not  know  how  to  do  these  processes.  Show 
how  "window"  envelopes  are  used.  Explain  that  in 
some  offices  the  folding,  inserting,  sealing  and 
stamping  are  done  by  the  office  boy;  but  the, steno- 
grapher should  know  the  best  way,  for  these  pro- 
cesses. Actual  practice  may  be  had  by  cooperation 
with  the  school  office  in  doing  these  tasks. 

B.  Direct  applications  of  theory  learned  in  the 
first  year. 

1.  Longer  and  more  difficult  business  letters. 

( Stress ) . 

2.  Tabulated  forms.  (Stress  moderately). 

3.  Telegrams. 

4.  Stencils  (Be  sure  to  reach  all  pupils). 

In  instructiog  a pupil  in  stencil  cutting, 
some  demonstrations  by  the  teacher  will 
probably  be  necessary.  The  pupils  must 
understand  that  a stencil  is  more  expen- 
sive than  a sheet  of  paper  and  that  careful- 
ness in  its  preparation  really  means  service 
to  their  school.  All  kinds  of  stencils  should 
be  taught: 

The  wax  (preferably  first) 

The  dermatype 
The  Mime o type 

The  use  of  the  stencil  on  the  memeograph 
Kow  the  printed  page  is  produced. 

Instructions  and  demonstrations  by  the 
teacher  can  usually  be  made  to  five  or 
six  pupils  at  a time  in  such  details 
as  these: 

Setting  the  pointer  for  number  of  copies. 
Adjusting  margins. 

Adjusting  the  paper. 

Regulating  the  flow  of  ink. 

Refilling  the  ink  fountain. 
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C.  Introduction  of  legal  forms: 

a.  Affidavits 

b.  Testimonies 

c.  Wills 

d.  Mortgages 

e . Leases 

1.  Form  letters  filling  in. 

2.  Dictation  to  the  machine. 

3.  Rapid  addressing  of  envelopes. 

4.  Rough  drafts.  (Stress) 

5.  Printer’s  copies.  These  can  be  handled  in 
connection  with  school  papers,  annuals,  etc. 

D.  Alphabetizing,  spelling,  sylabication  and 
punctuation.  (stress) 

1.  These  can  be  taught  through  the  dictation  of 
exercises  to  the  people  at  their  typewriters • 

2.  Some  text  on  business  English  should  suppli- 
ment  this  work  and  be  used  for  reference. 

E.  Civil  Service 

1.  Its  possibilities. 

2.  Training.  If  there  are  any  who  plan  to  take 
the  Civil  Service  Examinations,  special  train- 
ing should  be  given.  Trial  tests  are  given 

in  the  ty/pewriting  manuals.  Other  material 
may  be  obtained  from  the  post  office. 

F*  Time  may  be  well  spent  on  speed  tests  and  accuracy 
tests  until  the  desired  standards  are  attained  in 
skill;  then  the  larger  part  of  the  week  should  be 
devoted  to  subject  matter  content  with  two  days 
to  office  or  school  work  and  speed  and  accuracy 
drill..  Any  procedure  should  include: 

1.  Drills  for  speed  and  accuracy 

2.  A pian  for  subject  matter  study,  exercises 
and  drills  to  fix  the  principles  studied. 

3.  Enough  outside  work  to  develop  a sense  of 
responsibility  for  a good  piece  of  work. 

Each  pupil  should  receive  instruction  in  all 
phases  of  the  work — the  class  should  be  taught 
by  the  class  method. 

G.  Define  these  traits  in  behaviorists  terms,  e.g*, 
a typist  possesses  "businesslikeness"  when: 

"She  does  not  hold  long  personal  conversations 
over  the  office  phone. 

"She  does  not  take  advantage  of  the  fact  that 
she  is  a woman." 

"She  uses  complete  sentences;  does  not  let  her 
sentence  trail  off  unfinished." 

"She  does  not  gossip  in  the  office." 

"She  does  not  primp  in  the  office." 

"She  avoids  anything  that  looks  like  ’flirting’ 
in  the  office." 

"She  keeps  her  mind  on  her  work." 
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“She  is  brief  and  to  the  point." 

"She  does  not  take  criticism  in  a personal  way." 
Some  of  these  points  can  be  contributed  by  the 
pupil  in  the  discussion  on  the  meaning  of  each 
trait „ 

H.  Infomm  the  pupils  of  the  kinds  of  positions  open 
to  them  at  the  completion  of  their  fourth  term 
of  typewriting.  The  following  positions  re- 
quire skill  in  typewriting  but  no  knowledge 
of  stenography  and  can  be  done  by  high  school 
graduates : 

Biller--Statistical  Typist- -Bookkeeping  Machine 
Operator--Dictaphone  Operator--Business  Copyst 
and  Manuscript  Copyst. 


/ 


(O'?) 


„ .taloq  eriJ  orf  fcnu  laind  al  sd?." 

A^aoeieq  e ni:  zraxoirt X'io  ajte*  jo-r  a^oi)  erl2‘ 

Ytf  ^o^xfcJiT^noo  scf  n^o  axaioq  ar  odd  *>  i 
-ioi.^  -lo  -vii-.  >cv,  en:.t  . •?  noxceuoe ib  ; j r r 

* 


neqo  e.'wUtecq  to  .;  BtU  to  zLtquq  o:vJ  too  In  r 

nnod  rficcuol  'liartt  1o  ao-tJelq/noo  erlJ  3*  ai&rfl  ol 
~ - enoiitsoq  ysnlwollo'!  arfT  •^nxliiv/  .qv}  “lo 
r •XwOfuI  on  dud  snirtxTweqy*  rr  1 Hitf*  d-rxirp 
> looaoB  rigid  onob  acf  • 

. , , ■ : eedBUbsui 

©nirloaM  3nxq©95Wooa--^eXqYT  iBoxJexctxirtS — n 
Jcrqo.O-  .BeaniaxfQ— ‘lotfB'xakiQ  daoriqatfoia- 


.H 


SUGGESTED  ACTIVITIES 


The  following  activities  will  be  used: 

Typing  letters  which  are  longer  and  more  difficult 
than  those  of  the  previous  terms,  centering  the  head- 
ing, alphabetizing  and  tabulating  a list  of  names, 
determining  the  best  form  for  new  arranged  billing 
problem,  calculating  the  location  of  the  tabulator, 
cares  for  each  column,  typing  billing  on  printed 
bill  heads,  typing  monthly  statements,  profit  and 
loss  statements  and  various  statistical  tables,  typing 
articles  of  agreement  leases,  powers  of  attorney, 
typing  specifications,  filling  in  forms,  such  as 
letters,  typing  various  schedule  cards  and  tele- 
grams, typing  from  copy  form,  loose  draft  in  the 
book,  and  typing  composition  stories  and  other 
articles  written  in  long  hand  for  the  school  pub- 
lications or  for  English  classes. 

Making  the  explanation  point,  guide  sign,  by  sign  and 

other  signs  by  the  use  of  the  typewriter.  Typing, 
as  the  teacher  dictates  a letter,  will  be  one  form 
of  activity.  Getting  the  machine  ready  for  stencil 
cutting,  cutting  the  stencil,  inking  the  mimeograph, 
placing  the  stencil  correctly  on  the  cylinder,  making 
the  required  number  of  copies  and  cleaning  the  mimeo- 
graph after  copies  have  been  run. 

Attaching  the  enclosure  to  the  letter,  inserting  each 

under  the  flap  of  the  correctly  addressed  envelopes, 
placing  all  on  the  desk  in  a convenient  and  syste- 
matic manner,  addressing  an  envelope  for  each  bill 
or  statement  and  placing  it  over  the  top  of  the  bill 
or  statement,  folding  correctly  and  rapidly,  inserting 
in  the  envelope,  ready  for  sealing  and  stamping,  seal- 
ing by  machine  or  hand.  All  envelopes  should  be  seal- 
ed, stamped  by  machine  or  hand. 

Learning  that  business  men’s  standards  for  accuracy  in 
typing  are  ninety-nine  per  cent  to  the  hundred  per 
cent  and  that  speed  requirements  in  the  business  world 
are  steadily  rising,  that  business  men’s  traits  must 
be  considered  important,  an  understanding  what  actions 
mark  the  place  of  any  of  these  traits. 

Learning  the  number  and  kinds  of  positions  open  at  the  end. 
of  this  term  of  typing,  the  opportunities  which  depend 
on  further  learning  and  comparing  ones  abilities  by 
qualifications  writh  the  requirements  of  positions, 
based  on  skill  in  typing. 
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CONSIDERATIONS  GOVERNING  CHOICE  OF  MATERIAL 

1.  The  subject  matter  of  this  course  should  have  the  greatest 
flexibility  in  handling,  and  the  projects  in  the  manual  are 
numbered  consecutively  throughout* 

2.  The  material  chosen  in  the  various  laboratory  projects 
should  be  discussed  with  the  class  before  they  proceed  with 
each  project. 

3.  The  supervision  and  assistance  of  the  teacher  will  be 
needed  at  all  times,  however,  the  pupils  should  be  able  to 
work  individually. 

4.  All  instructions  should  be  class  instructions. 

5.  The  material  which  may  be  collected  from  various  sources 
of  the  city  will  be  valuable  to  the  teacher  in  making  this 
course  a practical  course. 

6.  It  should  always  be  kept  in  mind  that  the  stroking  skill 
should  be  actively  alive.  The  various  speed  tests  and  Gregg 
Writer  material  will  give  excellent  drill  in  this  course. 

7.  The  instructions  of  the  use  of  the  various  kinds  of 
machinery  that  may  be  found  in  offices  should  be  given 
during  this  course. 

8.  In  grading  the  various  projects  worked  out  by  the 
pupils,  for  every  erasure  there  should  be  a deduction 
from  each  paper  where  one  is  found  in  the  project, 

9.  The  pupils  should  be  able  to  plan  correctly  and  at- 
tractively all  of  the  work  which  is  assigned  to  them  to  do. 

10.  The  various  high  standards  in  judging  the  student’s 
work  should  be  maintained.  In  the  early  stage  of  typing 

it  has  been  suggested  that  students  be  rated  on  the  quality 
of  their  dictation  rather  than  on  "copy".  But  when  they 
reach  this  point  in  their  study  and  practice  of  typing,  the 
mechanical  operation  of  the  machine  should  be  quite  auto- 
matical. We  are  concerned  now  with  the  ability  to  apply 
the  knowledge  and  skill  already  attained,  or  supposed  to 
have  been  attained.  A high  standard  is  possible  and  necessary. 
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Introcuctory  Remarks  to  the  Teacher  of  this  course: 

This  course  is  for  the  purpose  of  giving  the  pupil 
practical  experience  in  the  application  of  all  work 
carried  on  in  a business  office. 

This  course  includes  the  various  phases  of  advance 
business  correspondence;  the  writing  of  various 
kinds  of  reports,  manuscripts,  and  other  literary 
material;  correct  arrangement  of  tables  and  other 
statistical  matter;  the  writing  of  bills,  invoices 
and  statements;  the  relation  of  one  operation  in 
the  office  with  the  other,  the  writing  and  uses 
of  all  legal  documents. 

The  use  of  the  various  forms  found  in  the  practice 
set  gives  the  pupil  practical  experience  in  filling 
out  these  various  forms,  also  the  pupil  will  use 
his  own  forms  which  he  makes  by  using  the  various 
characters  of  the  typewriter. 

Speed  and  Accuracy  will  be  stressed  during  the 
entire  semester.  Much  drill  work  will  be  given 
from  the  Speed  Studies,  Gregg  Writer,  the  supp- 
limentry  drills  given  in  the  Manual.  At  &east 
two  periods  each  week  should  be  given  to  these 
drills  and  the  writing  of  fifteen  minute  speed 
tests  sent  out  by  the  Remington,  Underwood, 

Royal,  and  L.  C.  Smith  Typewriter  Companies. 

A speed  requirement  of  a net  rate  of  fifty  words 
per  minute  for  writing  fifteen  minutes  should  be 
required  of  eabh  student  to  successfully  pass  the 
work  offered  in  Typewriting  IV. 
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UNIT  I ADVANCED  BUSINESS  CORRESPONDENCE 


I.  Unit  Aims 


a)  Understanding  and  mastery  of  parts  of  business  letter. 

b)  Learn  the  meaning  and  use  of  the  eight  parts  of  speech. 

c)  Ability  to  artistically  arrange  business  letters. 

d)  How  to  place  a letter  properly  on  a page  and  also  how 
the  finished  letter  should  be  left  on  dictators  desk 
for  the  signature. 

e)  How  to  show  the  words  of  letters  to  be  emphasized  in 
a letter. 

f)  How  to  send  telegraphical  messages  and  how  charges 
are  made  for  these;  also  how  to  use  the  telephone 
in  business. 

II.  Core  Material 


1.  Business  Letters. 

a)  The  different  parts  of  a business  letter. 

b)  An  understanding  of  the  different  parts  of  a 
business  letter  and  how  to  use  these  parts  correctly. 

c)  The  correct  placing  of  the  letter  on  the  page. 

cd)  The  use  of  carbons  in  the  writing  of  business  letters 
and  business  forms. 

2.  War  Department  and  Navy  Department  Correspondence 

a)  The  legal  form  for  the  arrangement  of  various  kinds, 
of  letters  sent  out  by  these  departments  will  be 
studied  and  written. 

b)  A careful  study  of  the  special  things  to  remember 
in  writing  legal  papers  will  be  practiced. 

3.  Telephone  and  Telegraphical  Messages 

a)  How  to  write  a telegram 

b)  How  to  determine  the  costs  of  the  telegraph 

c)  How  to  use  the  telephone 

d)  When  is  best  to  use  telephone  or  send  a telegram, 

4.  Rough  Drafts 

a)  Writing  different  rough  drafts  found  in  the  Manual 
also  write  drafts  for  the  school  paper. 

5.  Parts  of  Speech 

a)  Review  the  eight  parts  of  speech.  Proper  appli- 
cation of  these  parts  of  speech  are  used  in  the 
projects  in  the  Manual. 

b)  Write  letters  of  practical  application  of  these 
parts  of  speech. 
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III.  PROBLEMS  TO  BE  SET  UP 


Problem  1 Master  The  Parts  of  a Business  Letter. 

a)  The  heading,  date  line,  personal  attention,  or 
subject.  Address,  Salutation,  Body  of  Letter, 
Complimentary  Closing,  Signature,  Indentif ication, 
Initials,  Enclosures,  "Care  of"  and  Titles. 

b)  Artistic  Arrangement  of  Letters. 

c)  How  to  place  a letter  properly. 

Problem  2 Some  Important  Details. 

a)  The  student  should  master  the  twenty-four 
important  details  found  in  the  Manual  on  page  five. 

b)  A careful  check  on  every  pupil  to  see  if  they  use 
these,  will  be  a measure  of  the  work  given. 

Problem  3 Method  of  Securing  Emphasis  in  Letters. 

a)  A careful  stud;/  of  the  ways  to  show  the  letters 
that  the  typist  wishes  to  emphasize  should  be 
noted  before  the  projects  on  letter  writing  has 
begun. 

The  matching  possesses  the  following  advantages: 

1.  Compactness--saving  space. 

2.  Lightness--f acilitating  moving  from  place  to  place. 

3.  Accessibility-repairs  easily  made. 

4.  Simplicity. 

b)  Be  slow  to  adopt  "Styles". 

c)  Personal  Letters. 

d)  Centering 

e)  How  to  center  a heading. 

f)  Second  Method 

g)  Tabulators. 

Problem  4 Carbon  Copies 

a)  Require  enough  carbon  copies  in  writing  the  pro- 
jects that  will  enable  the  pupil  to  handle  carbons 
accurately,  correctly  and  quickly. 

b)  Each  pupil  use  carbon  papers. 

c)  Three  to  twenty  duplicates  may  be  made  at  the  same 
time . 

d)  Thin  papers  used  for  carbons. 

e)  Carbon  made  on  plain  papers. 

f)  Carbon  side  next  to  platen. 

g)  Tap  keys  little  more  sharply. 

h)  Write  in  ordinary  manner. 

i)  Keep  carbon  free  of  wrinkles  and  creases. 

j)  Use  carbon  to  match  ribbon. 

Problem  5 Directing  Envelopes. 

a)  The  placement  of  : "Care  of",  Titles,  Return 

address,  Attention  of. 

b)  Feeding  Envelopes. 

c)  Folding  Letters. 

d)  Commercial  Correspondence  Envelopes* 
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UNIT  II  REPORTS,  MANUSCRIPTS,  AND  OTHER  LITERARY  MATTER 


I.  Unit  Aims 


a)  Realization  of  the  attractiveness  of  the  printed  page 

b)  Realization  of  the  beauty,  of  the  consistency,  of  the 
form  of  the  printed  page. 

c)  The  ability  to  center  headings  correctly,  regardless 
of  the  size  of  paper  used. 

d)  The  relationship  existing  between  the  headings  and 
the  other  printed  matter  on  the  page. 

II.  CORE  MATERIAL 

a)  The  Text  of  Reports 

1)  Forms  of  reports,  long  hand  to  be  written,  and 
the  different  types  of  drafts. 

b)  Consistency  in  Form 

1)  Paragraph  indentation,  page  numbering,  capitali- 
zation, spelling,  punctuation,  and  use  of  good, 
reliable  grammar.. 

c)  Headings 

1)  Paper  to  be  used,  blindings  of  pages,  and  getting 
different  types  with  a typewriter, 

2)  Correct  placing  and  punctuation  of  heading  the 
different  kinds  of  headings. 


Problem  1. 

a) 

b) 

c) 

d) 

e) 

Problem  2. 

a) 

b) 

c) 

d) 

e) 

f) 


g) 

h) 


PROBLEMS  TO  SET  UP. 

Master  the  Text  of  Reports 

The  forms  of  reports  to  be  written. 

Revise  the  long  hand  outlines  in  the  projects 
and  then  type  when  finished. 

Type  the  drafts. 

Have  all  material  arranged  in  order  before  start- 
ing to  type. 

Write  Projects  48  and  49. 

Consistency  in  Form. 

Inconsistencies  occur  in  margin  width 
Paragraph  indention 
Page  numbering 

Arrangement  and  type  of  headings 
Capitalization,  punctuation  and  spelling 
Reliable  grammar,  a standard  dictionary,  and  some 
good  style  book,  such  as  that  issued  by  the 
University  of  Chicago  Press,  for  example,  are  the 
best  guides  in  this  matter. 

Typing  problems  resemble  printing  problems 
Write  Project  50:  Therefore  Books,  particularly 

textbooks  and  reference  books,  which  contain 
headings,  subheadings,  notes,  etc.,  will  offer 
excellent  ideas  on  the  arrangements  of  similar 
material. 
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Problem 

a* 

b. 

c . 

d. 

e . 


Problem 

a. 

b. 

c . 

d. 

e. 

f . 

S« 

h. 

i . 

k. 

l. 

Problem 

a. 

b. 

c . 

d. 

e . 

f . 

1 

2 

3 

h. 

Problem 

a. 

b. 


c. 


3.  Center  Pleading 

Consider  the  quality  of  paper  to  be  used  for  the 
reports . 

Margin  on  First  Page 
Margin  on  Binding  Edge 
Write  Problems  53  to  56 

Getting  the  effect  of  different  kinds  of  type 
with  the  typewriter. 

4.  Headings 

Relationship  of  the  material  clear 

Center  Heads 

Side  Heads 

Hanging  Indention 

Hanging  Paragraph 

Showing  run-in  headings  with  and  without  hanging 
indention. 

Showing  side  head  flush  with  margin  and  run-in 
subjects  with  regular  paragraph  indention. 

Marginal  headings 

Inserted  headings 

Spacing  before  and  after  headings 

Punctuation  of  headings 

Write  Projects  57  to  65. 

5.  The  Finished  Letter  ' 

The  pupil  should  learn  where  to  place  the  letter 
on  the  desk  ready  to  be  signed  by  the  dictator. 
Study  diagram  page  13  in  Manual 
Letters  are  to  be  left  for  signature  for  any 
length  of  time  should  placed  face  down. 

Note  how  the  letters,  slip  under  the  top. 

Blotter  at  the  left 
Pen  ready  for  use. 

Arrangement  of  problems  are; 

. Unarranged  letters,  containing  capitalization 
and  punctuation. 

. Unarranged  letters,  without  punctuation  and 
capitalization. 

. Handwritten  drafts  of  letters. 

Study  forms  of  letters  from  Manual  pages  14-29. 

6.  Telegraphic  and  Telephonic  Communications. 

How  the  charges  on  a message  are  estimated. 

The  kinds  of  messages  studied  are:  Code  Messages 

Night  Letters,  Day  Letters,  Night  Messages,  Full- 
Rate  Telegrams,  Cable  Letters  and  Telephonic 
Communications • 

The  pupil  should  be  made  to  understand  that  they 
should  know  how  to  handle  each  of  these  messages 
and  the  charges  for  each,  since  every  stenographer, 
regardless  of  how  large  or  how  small  the  office 
must  have  a working  knowledge  of  these  kinds  of 
messages , 
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Problem  7*  Departmental  Correspondence 

a.  War  Department  and  Navy  Department. 

b.  Placement  of  general  provisions  (Military  Forms) 

c.  One  subject  only.  Letter  size  paper,  size  of 
additional  sheets,  copies  numbered  and  contents 
of,  copies  disposed  of,  measurements,  addressing 
spacing,  paragraphing  and  sub-paragraphing, 
divisions,  pages  numbered,  on  one  side  of  sheet, 
arrangement  of  pages,  folding,  general  ending  of 
letters,  handling  of  letter  contents  and  arrange 
ment,  body  of  letter,  no  salutation,  no  compli- 
mentary closing.  Signature  (By  o£der  of)  Endorsement, 
Non-Military  Letters. 

Problem  8.  Writing  "Rough  Drafts" 

a.  Pro jects--pages  64-67 

b.  One  correct  copy  of  each  rough  draft  required. 
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UNIT  III  TABLES  AND  OTHER  STATISTICAL  MATTER 


I Unit  Aims 

a)  To  understand  the  importance  of  planning  the  material 
to  be  typed  on  page. 

b)  To  learn  what  the  table  contains  before  starting  to 
type  the  table. 

c)  To  be  able  to  judge  the  following:  size  of  paper 

margins,  heading,  typing  column  headings,  centering 
column  headings  and  paper  headings. 

d)  Repetition  of  typing  of  tables  bound  on  top. 

e)  To  plan  the  arrangement  of  table  by  noticing  the 
length  of  table  and  width  of  paper. 

f)  To  center  correctly  on  paperleaving  margins  and 
centering  column  headings. 

g)  Arrangement  of  material  in  column  should  be  con- 
sidered and  the  use  of  tables  thoroughly  understood. 

h)  Understand  following:  Copy  holder,  accounting 

statements,  importance  of  neat  carbon  copies, 
ruling,  accurate  typing,  and  checking  tables. 

II  CORE  MATERIAL 

a)  Placement  of  material  on  page 

1.  Careful  planning,  for  use  of  various  sizes  of 
paper . 

2.  Typing  correctly  at  first 

b)  Table  Typed  Material 

1.  Sized  paper.  Margins 
2)  Headings 

a.  Column  Heading 

b.  Verticle  Column  Headings 

c.  Side  headings 

d.  Punctuation 

e.  Repetition  of  Titles  on  Table,  bound  at 
top  subordinate  side  headings  indented. 

c)  Planning  the  heading 

1.  Length  of  Table 

2.  Well  arranged  headings 

3.  Columns  close  together 

4.  Use  of  Leaders 

5.  Fifth  line  in  body  of  table  left  blank 

6.  Blank  line  above  totals 

7.  Dollar  sign  repeated  in  total 

8.  Width  of  table 

d)  How  to  Center 

1.  Centering  on  sheet  or  between  margins 

2.  Centering  column  headings 

3.  Arrange  material  in  columns 

e)  Use  of  tabulator  as  a time  saver 

1.  Copy  holder  as  an  aid  in  tabulation 

2.  Copy  holders  may  be  secured  in  various  widths. 
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PROBLEMS  TO  BE  SET  UP 


Problems  1.  Placement  of  material  on  page 

a)  Considerations  of  size  of  paper. 

b)  Accuracy  'of  Typing. 

c)  Contents  of  materials  to  be  typed. 


Problems  2.  Table  typed  material. 

a)  Headings 

b)  Placement  of  various  kinds  of  headings. 

c)  Planning  the  arrangement  of  various  kinds  of  headings. 

d)  How  to  center  any  kind  of  material  on  the  typed  page. 

e)  To  use  the  tabulator  correctly. 


Problem  3.  Accounting  Statements. 

a)  How  to  make  the  proper  arrangements  of  various 
reports  made  by  accounting  departments. 

b)  How'to  use  the  different  colors  of  ribbons  on  machine. 

c)  Be  able  to  rule  correctly  the  different  kinds  of 
reports  made  in  the  accounting  department. 

Problem  4.  Specification. 

a)  To  arrange  in  table  form  the  information  given  by 
the  excavator. 

b)  How  to  show  what  is  to  be  excavated. 

c)  How  to  show  the  account  of  earth  to  be  disposed  of. 

d)  How  to  show  correctly  the  amount  of  rough  grading 
to  be  done. 


Problem  5.  Mason  Work, 

a)  How  to  place  in  table  form  the  general  information 
needed  by  the  Masons. 

b)  How  to  show  the  kind  of  and  amount  of  material  needed. 

c)  To  arrange  the  composition  of  cement  to  be  used. 

d)  Placing  in  tabulation  form  the  kind  and  amount  of 
hardware  to  be  used  by  the  Masons, 
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UNIT  IV  BILLS,  STATEMENTS  AND  INVOICES 


I Unit  Aims 

A.  A correct  understanding  of  what  a bill,  an  invoice 
and  a statement  really  is. 

B.  Learn  how  'to  correctly  use  bills,  invoices,  and 
statements . 

C.  The  correct  method  of  billing. 

D.  To  be  able  to  correctly  use  and  fill  in  any  kind  of 
bills  or  statements  that  they  may  be  asked  to  use. 

E.  How  to  write  a Profit  and  Los§  Statement  in  correct 
form. 

F.  The  ability  to  make  the  various  kinds  of  reports 
asked  by  the  Accounting  Department. 

G.  To  be  able  to  use  the  machine  in  ruling  the  various 
kinds  of  reports  made  from  the  various  departments  * 
of  the  business, 

II  The  Core  Material 

1.  Handling  of  bills,  statements  and  invoices. 

a.  Writing  Pro jects . 91-103 

b.  Making  carbon  copies  of  the  various  forms 
used  in  the  projects. 

2.  Making  a Statement  of  Profit  and  Loss 

a.  Typing  a correct  heading 

b.  Copy  statement 

c.  Select  the  correct  form. 

d.  Rule  correctly. 

3.  Statement  of  Assets,  Liabilities  and  Capital. 

a.  Arrangement  of  assets,  liabilities  and  capital. 

b.  Select  the  correct  form. 

c.  Make  carbon  copy. 

d.  Rule  correctly. 

4.  Statement  of  Condition. 

a.  What  this  statement  really  means 

b.  Plan  the  form  to  be  written. 

c.  Make  use  of  the  large  type  (or  Pica)  machine 
in  making  this  report. 

d.  Only  one  copy  is  made 

e.  Rule  with  pen  and  ink. 

5.  Working  Sheet 

a.  Consideration  of  the  report  to  be  typed. 

b.  Arrange  correct  heading 

c.  Rule  each  column  correctly 

d.  No  carbon  copy  is  necessary. 

6.  Balance  Sheet 

a.  Consolidated  Balance  Sheet 

b.  Difference  in  consolidated  and  Balance  Sheet 

c.  Arrange  an  attractive  heading 

d.  List  assets  and  libilities  separately 

e.  Rule  the  report  as  shown  in  Project  110 

7.  Write  Project  91  to  110 
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Problem 

a) 

b) 

c) 

a) 

Problem 

a) 

b) 

c) 

d) 

e) 

f) 

Problem 

a) 

b) 

c) 

Problem 

a) 

b) 


PROBLEMS  TO  BE  SET  UP 

1.  A thorough  knowledge  of  the  use  of  a bill,  an 
invoice  and  a statement* 

Writing  a bill,  an  invoice  and  a statement  by 
ruling  the  own  form. 

Arrange  attractive  and  standard  form  of  the  heading 
Writing  bills,  invoices  and  statement  on  the  forms 
provided  for  in  the  practice  set. 

Write  projects  91-96 

2.  An  understanding  and  intelligent  use  of  the 
Profit  and  Loss  Statement. 

Arrange  correct  heading. 

Copying  statements  from  the  manual 
Writing  of  clear  carbon  copies 

Ruling  the  Profit  and  Loss  Statements  correctly 
Writing  projects  97-101 

Using  forms  provided  for  in  the  practice  sheets. 

3.  A mastery  of  the  arrangement  of  the  Working  Sheet 
Follow  same  directions  given  in  Problem  2 in  writing 
the  working  sheet. 

Make  carbon  copies. 

Write  projects  102-110 

4.  The  correct  arrangement  of  a Balance  Sheet. 

Follow  directions  given  in  writing  projects  1 and  2. 
Write  projects  105-110. 
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RELATED  OFFICE  PRACTICE 

I.  Aims  of  the  Unit 

A.  An  understanding  of  the  alphabetic  system  of  filing 

B.  How  to  make  out  a check,  a bank  deposit  slip,  a 
memorandum  of  currency  and  coins,  notes,  receipts 
and  fill  in  blank  forms. 

C.  To  remember  that  the  following  information  should 
appear  to  all  index  cards; 

(1)  Sir  name,  (2)  Comma,  (3)  Christian  name,  or 
initial,  (4)  Title 

D.  The  use  of  the  various  kinds  of  index  cards. 

E.  The  writing  of  ledger  instruments 

1.  There  shall  be  no  erasures 

2,  All  corrections  must  be  made  by  ruling  three 
small  red  lines  through  the  numbers  or  words  to 
be  corrected. 

F.  Ability  to:  Fill  in  names  and  addresses,  copy  "AD" 

layouts,  drafts,  bills-of-lading,  and  proof  reading. 

G.  To  form  an  attractive  arrangement  for  programs,  menu's 
announcements,  book  covers  and  headings. 

H.  Cutting  clear  stencils  and  running  clear  copies  on 
the  mimeograph. 

I.  A review  of  all  the  work  covered  before. 

J.  Speed  tests  making  a requirement  of  fifty  words  per 
minute  for  writing  fifteen  minutes. 

II.  The  Core  Material 

1.  Handling  of  all  material  to  be  alphabetized 

a)  Alphabetizing  material  written  in  the  preceding  units. 

b)  Making  guides  for  files. 

2.  Handling  of  checks,  bank  deposit  receipts,  money 
currency,  notes  and  receipts. 

a)  Making  the  various  forms  needed  for  writing  these 
forms . 

b)  Writing  the  same  forms  on  the  forms  given  in  the 
practice  sheets. 

3.  Writing  bill-of -lading  and  pay-roll  forms. 

a)  Use  the  forms  given  for  the  bill-of-lading  in  the 
practice  set. 

b)  Make  forms  commonly  used  for  making  out  pay-rolls. 

4.  Reading  the  various  proof  sets  given  to  the  depart- 
ment by  the  sponsor  of  the  school  paper. 

a)  Practice  proof  reading  given  in  the  Manual  Project  133 

b)  Collect  all  material  possible  for  the  various  types 
of  proof  reading. 

5.  Page  arrangements 

a)  Write  in  attractive  forms,  programs,  menues, 
announcements,  book  covers  and  headings. 

b)  A vast  amount  of  material  may  be  found  in  the 
school  itself. 
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6.  Writing  Mimeographs 

a)  Each  pupil  cut  one  stencil 

b)  Run  twenty-five  copies  or  more  on  the  mimeograph. 

c)  Each  pupil  works  alone. 

d)  Require  the  machine  to  be  left  as  an  office  person 
should . 

III.  Problems  Set  Up. 

Problem  I Alphabetizing 

a)  Arrangement  of  names  alphabetically 

b)  Writing  tabs  on  file  guides. 

c ) Arrangement  of  margins  on  binding  edge . 

d)  Attractive  arrangement  of  headings  and  manuscripts 
on  reports. 

e)  Writing  projects  116-118 

Problem  2,  Writing  checks,  bank  deposits,  receipts, 
money  currencies,  coins,  notes,  receipts. 

a)  Making  forms  for  each  filling  in  information  of  each. 

b)  Use  forms  for  each  filling  in  information  of  each. 

c)  Use  forms  given  in  practice  set  for  filling  in  the  same. 
Problem  3.  Bill-of-lading,  Common  pay-roll  forms. 

a)  Understanding  of  ea£h  of  these. 

b)  Write  bill-of-lading  as  forms  given  in  practice  set. 

c)  Write  pay-roll  reports  of  forms  given  in  practice  set. 

d)  'Write  projects  132-133. 

Problem  4.  Proof  reading 

a)  Write  project  133 
Problem  5.  Review 

a)  Write  projects  134-140 

b)  Speed  tests. 

Problem  6.  Page  arrangement 

a)  V/rite  programs,  menues,  announcements,  book  covers, 
headings . 

b)  Write  project  141-155 
Problem  7.  Mimeograph. 

a)  Each  person  cutting  a stencil  and  running  25  copies 
or  more  off  on  Mimeograph. 

b)  Follow  Project  given  in  Suggestive  Procedure  of  this 
course • 

c)  Speed  test. 
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UNIT  6 LEGAL  DOCUMENTS. 


I.  UNIT  AIMS. 

a)  Writing  contracts  and  arranging  them  in  correct  forms. 

b)  The  following  legal  documents  will  be  studied  care- 
fully; ' contracts,  chattel  mortgage,  deeds  and  w ills, 
bill  of  sale,  corporation  notices,  pleadings  of  case 
in  court,  court  summons,  complaint  of  Supreme  Court, 
appeal  of  particulars  of  the  Supreme  Court,  testi- 
monies of  Supreme  Court  and  charges  of  court* 

c)  To  use  correctly  forms  given  in  the  practice  set  for 
writing  these  various  things  mentioned  in  part  one. 

d)  The  ability  to  take  court  dictation  on  machine  at  a 
rate  of  forty  words  a minute  at  same  time  place  re- 
port in  legal  form. 

II.  CORE  MATERIAL. 

1.  Legal  Documents 

a)  Display  headings  and  subject  matter  in  the  simplest 
possible  manner. 

b)  Avoid  and  attempt  of  ornamentation. 

c)  Observe  the  following: 

1)  Each  page  accept  the  first  should  be  numbered. 

2)  Use  a black  record  carbon  making  at  least  one 
carbon  of  each  paper* 

3)  Use  legal  paper  (8-|!!  x 13")  on  all  law  papers 
Leave  at  least  2"  of  margin  at  the  top  of  page 
for  purpose  of  grinding  and  at  least  1-J"  at 
bottom  and  side  of  each  sheet. 

4)  Never  use  figures  to  express  date  in  contracts 
or  legal  documents;  write  out  in  full. 

5)  Wills  should  as  a rule  be  written  by  hand;  when 
type-written  they  should  be  single  spaced  and 
both  sides  of  paper  should  be  used  to  prevent 
the  introduction  of  fraudulent  pages. 

6)  Erasures  of  any  sort,  a crowded  appearance, 
insufficient  margins,  and  incorrect  punctuation 
should  be  avoided. 

2,  Covering  and  Indorsements. 

a)  Usually,  by  law,  papers  are  placed  in  a manu- 
script cover,  folded  and  indorsed. 
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b)  In  most  states  all  papers  that  go  to  the  Supreme 
Court  must  be  sent  flat. 

3.  Make  forms  for  writing  the  reports  given  In  the  various 
kinds  of  legal  documents. 

4.  Use  the  forms  given  in  the  practice  sheets  for  writing 
the  different  kinds  of  legal  reports  mentioned  in  thi3 
Unit . 

III.  Problems  to  be  set  up. 

Problems  1. 

a)  Apply  the  knowledge  learned  in  section  one  of 
Core  Material  of  this  unit. 

b)  Writing  projects  156-173. 

c)  Arrange  the  forms  for  the  writing  of  these 
documents • 

d)  Use  forms  given  in  the  practice  set  for  writing 
the  same  projects. 

e)  Use  Material  which  may  be  gotten  for  the  legal 
offices  of  the  city. 

f)  A review  of  what  the  legal  documents  means  in 
proving  the  legalty  of  the  facts  mentioned  in 
the  documents. 

Problem  2. 

a)  Dictate  to  the  machine  court  reports  from 
the  Manual. 

b)  Dictate  to  the  machine  court  reports  not 
given  in  the  Manual. 

c)  Notice  the  correct  arrangement  for  all  court 
reports.  Dictation  should  be  given  at  the 

rate  of  40  words  per  minute  in  all  court  reports. 

d)  Write  Projects  174-175-176. 
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PROVISIONS  FOR  INDIVIDUAL  DIFFERENCES. 

Provisions  for  individual  differences  in  typing  four 
are  valued  with  the  ability  of  pupil.  For  the  pupil  who 
works  faster,  or  who  is  able  to  do  more  work  may  be  given 
extra  work  in  various  departments  of  High  school,  or  any 
secretarial  work  that  she  may  do  for  the  office  force  or 
Senior  High  School.  For  the  pupils  who  are  slower  and 
are  not  able  to  do  the  work  as  fast  as  the  average  students 
special  provisions  should  be  made  for  each  pupil;  there  may 
be  one  extra  laboratory  period  for  such  pupils  or  special 
aid  given  them,. 

There  are  various  kinds  of  drills  for  aid  to  slower 
pupils.  The  Speed  Studies  by  Gregg  Publishing  Company  is 
an  excellent  book  to  use  for  various  kinds  of  drills.  These 
drills  may  also  be  used  with  pupils  who  do  a larger  amount 
of  work  than  the  slower  pupil.  However  the  requirement  for 
this  course  is  the  completion  of  the  Manual  and  writing  with 
speed  rate  of  fifty  words  per  minute  for  writing  fifteen 
minutes  is  required.  To  pass  this  course  it  must  be  remember 
ed  that  a higher  rate  of  speed  is  desired  of  all  pupils  who 
can  attain  a higher  rate  of  speed. 

MEASURING  ACHIEVEMENTS. 

The  methods  of  grading  budget  work  done  in  this  course 
is  as  following:  No  errors  UA"  paper,  1 error  "B"  paper, 

2 errors  "C"  paper.  3 errors  "D"  paper,  and  more  than  3 
errors  if  so  is  nF"  paper.  After  these  papers  have  been 
valued  the  total  value  of  budget  is  found  from  these  values. 

If  the  budget  does  not  meet  the  requirements  for  an 
accepting  grade  the  work  may  be  returned  and  the  pupil 
asked  to  rewrite  it*  Each  budget  is  given  certain  number 
of  points  and  also  a certain  length  of  time  is  considered 
in  grading  the  budget.  Therefore,  grading  is  done  on  a 
contract  basis. 
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